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ABSTRACT

On September 13, 1967, the Board of Public Instruction of Dade
County, Florida, and the Research Corporation of the Association
of School Business Officials transmitted a joint proposal to the
United States Office of Education for a three year project to
develop the design for a Program Planning-Budgeting-Evaluating
System (PPBES). During the 1968-69 and 1969-70 fiscal years, a
project staff was formed and development efforts and pilot
activities were undertaken which resulted in the production of
various pilot products such as program plans, objectives and
evaluative criteria for certain programs and a demonstration
Program Budget for Fiscal Year 1970-7l.

As a result of the developmental efforts the project staff was
established as the Office of Program Planning and Budgeting dur-
ing fiscal year 1970-71 and proceeded to incorporate PPBES pro-
cedures into the planning and budgeting practices of Dade County
Schools. A major accomplishment was the revision of the Budget
ﬁ_an_}ﬁl; to the Planning and Budgeting Manual which includes the
schedule, forms and guidelines governing the program planning
and budgeting cycle as well as descriptions of operational and
summary planning documents produced. The culmination of the
cycle was the Program Memoranda for Fiscal Year 1971-72.
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CHAPTER I

INTRODUCTION

On September 13, 1967, the Board of Public Instruction of Dade
County, Florida, and the Research Corporation of the Association
of School Business Officials jointly transmitted a proposal for
a three year project to develop the design for an integrated
system of program planning-budgeting-evaluating for local school
districts. As delineated in the proposal, the responsibilities
of the respective agencies were projected as follows:

Research Corporation of the Association of School Business
Officials:

l. Survey and analysis of program budget developments
in related studies and projects.

2. Formulation of a conceptual model for program
planning-budgeting-evaluating for local school
districts.

3. Publication and dissemination of project results
among local school districts.

Dade County Public Schools:

1. Development of a design for program planning-
budgeting-evaluating for the Dade County School
System.

2. Implementation of the program planning-budgeting-
evaluating system. .

The responsibilities of Dade County Public Schools were ampli-
fied in the body of the proposal to include a three phase
approach: initial design, limited implementation, and refine-
ment and expansion of the installation. The initial design and
implementation phases were expected to extend over the first two
years of the project. The design phase was anticipated to in-
clude the development of a rationale and criteris for the selection
of a program structure, a first phase program structure developed
from that design, and a description and specifications for the
operational components of the system. Products developed during
the design phase of the project are included in Chapter II. It
should be noted that components of the system developed early in
the project have been considerably modified in the course of
implementation. These early products represent the starting point
for the system and not the actual design which has emerged from
the project.
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During the preliminary phase of the project, a program accounting
experiment was conducted in three schools, the development of
program plans with subsequent evaluation was piloted in the
Personnel and Physical Plant Divisions, and the use of PPBES at
the school level was simulated in a teacher seminar. These devel-
opmental products are included in Appendixes.

During the last year of the project, early design and pilot efforts
were modified in preparation for widespread installation of the

system. Procedures and forms were developed for program budgeting
and accounting in all responsibility centers of the school system.
Procedures and forms were developed also for program planning with
the potential for evaluation at all support responsibility centers
(37 administrative units). These were incorporated into the exist-

ing Budget Manual whose title was revised to Planning and Budgeting

Manual. As described in the manual, plans developed during the

budget cycle were used both during the administrative phase of the
cycle as well as summarized in a public budget document, Program
Memoranda for Fiscal Year 1971-72, for use in public budget hearings.
It is felt that the system as designed in the Planning and Budgeting

Manual is suitable for expansion and refinement in subsequent years.

Sections of the manual which primarily deal with PPBES are included
within Chapter III.

Chapter II-the procedures utilized in project development-includes
a case study with particular fecus on the reactions of the organ-
ization to the developing system and the effect which such reactions
had on the system. This case study has been included within the
document which the Research Corporation of the Association of School
Business Officials will publish in the fall of 1971.

Appendixes other than those already mentioned include objectives
and evaluative measures (indicators) which were developed during
the first year installation of the PPEE System, samples of the
budget printouts, and a special program section of the Program
Memoranda. School districts in the initial phases of a PPBE
System may find these useful.




CHAPTER II

PROJECT PROCEDURES

As previously mentioned the Research Corporation of the Associa-
tion of School Business Officials scheduled for the fall of 1971
the publication of a comprehensive report for the three year pro-
ject. One appendix to that report is The Introduction of PPBES
Methodology in a Large School District: Dade County Schools.

That appendix describes the procedures followed and the develop-
mental strategies employed in the Dade County effort; accordingly,
this chapter consists of that appendix with minor modifications.

During fiscal year 1970-71 program planning and budgeting proce-
dures were implemented in the Dade County Public Schools. The
1971-72 fiscal year budget, operational plans and summary plans
were prepared using those procedures which are now established
as an integral part of the management practices of the school
system. Planned developments for 1971-72 include efforts to
install program accounting and program evaluation techniques.
The framework for these developments has been established.

The school system provided educational programs for approximately
240,000 children (sixth largest in the nation) with a total budget
of $250,000,000 in 1970-71. Over the past few years a responsi-
bility center concept of administration has evolved with the
predominant responsibility center types being schools, district
offices® and system-wide support centers.

Project Chronology

It is somewhat difficult to identify with precision those manage-
- ment needs which were not being met by existing management infor-
mation or practices and which led to the decision to explore the
utility of PPBES. The following is presented as a chronology of
those events which seemed to have direct relevance to the estab-
lishment of a PPBES project staff charged with the responsibility
of designing an operational PPBE System for Dade County Schools.
Subsequent events considered significant in the development are
also included.

Spring, 1964: as part of the preparation of the 1964-65 budget,
a system of cost center budgeting was inaugurated.

1964-65: the cost center budgeting concept was further devel-
oped and continued; initial steps were taken to begin
accounting for expenditures on a cost center basis
(instructional materials only).

*The school system is decentralized administratively into six
geographic areas each administered by a district superintendent
responsible to the county superintendent who in turn is respon-
sible to the School Board.




Fall, 1965: Congress passed PL 89-10. The school system
secured a series of grants under the legislation and
established financial processing techniques which in
essence was a program budgeting/accounting system for
federally contracted programs.

1265-66: the Superintendent of Schools and various adminis-
trators began a series of discussions relative to the
need for more effective management techniques including
the possible utility of program budgeting. Initial steps
were taken during the spring and summer of 1966 to pre-
pare a formal proposal for program budgeting to submit
for federal funding.

September, 1966: a management consulting firm was employed
to design an improved financial reporting system.

October, 1966: a comprehensive program budget research pro-
posal was transmitted to the U.S. Office of Education
with-a request for federal funding. This proposal was
not funded.

Fall, 1966: various school system administrators began making
contacts with agencies and individuals across the nation
who were active or interested in program budgeting. These
included extensive contacts with the Department of
Management in the School of Business Administration at
the University of Miami.

February 16, 17, 1967: the Government Research Council of the
Dade County Chamber of Commerce sponsored for the School
Board and school system administrators a conference on
tools for effective management. Numerous references to
program budgeting were made at this conference.

September 13, 1967: the Dade County Board of Public Imstruction
and the Research Corporation of the Association of School
Business Officials, as cooperating agencies, transmitted
a proposal to USOE for a research grant to design a
Program Planning, Budgeting, Evaluating System. This
proposal was funded.

September 12, 1968: the first staff member (project director)
of the PPBES project was employed.

September - December, 1268: a resource committee was formed

to work with the project director in establishing general
directions for PPBES development. Toward this end this
committee held lengthy meetings on a half dozen occasions
between September 26, 1968 and December 3, 1968. The
committee was composed of the following administrators:
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Superintendent of Schools

Assistant Superintendent for Administrative Services

Associate Superintendent for Instruction

Assistant Superintendent for Finance

District Superintendent - Northeast District

Director of Special Programs

. Director of Data Processing

Director of Program Budgeting

Administrative Assistant to the District
Superintendent - Vocational District

Coordinator of Inservice Education

February, 126%: the first program structure was developed
page 13).

July 1, 1969: the PPBES project staff that eventually
developed the system design and was responsible for the
initial implementation was formed.

January, 1970: based on an analysis of the first program
structure and reactions received from administrators
and teachers the second program structure was developed
(page 15).

Februa 1970: with the second program structure as the §
framework and using manual crosswalk procedures a

Tentative Program Budget for Fiscal Year 1969-70 was

produced . :

July, 1970: additional analyses resulted in a revised
program structure.

August, 1970: Program Budget for Fiscal Year 1970-71, the
first official program budget for Dade County Public
Schools, was published.

February, 1971: the Planning and Budgeting Manual, replacing
the Budget Manual, a manual governing program planning
and budgeting practices in Dade County Schools was pub-
lished.

February, 1971-- July, 1971: PPBES procedures were imple-
mented in Dade County Schools in the preparation of the
1971-72 proposed budget.

July, 1971: Program Memoranda for Fiscal Year 1971-72, a
comprehensive program budget document was produced.

Determination of a Starting Point

i Initial efforts of the project staff wére based on the answers
: to three questions. (1) What information was available about
PPBES in general and specifically about the application of PPBES
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methodology to educational institutions? (2) What were the
current scope and administrative location of planning, budgeting
and evaluating activities? (3) What types of PPBES activities
and documents were potentially useful in the management of a
large school district? '

Some literature had become available relating governmental
attempts to install program budgeting. There was a paucity of
information, however, concerning the applicability of PPBES to
management practices in school districts and very few school
districts had attempted or even considered PPBES as a management
tool. The Research Corporation of the Association of School
Business Officials was concurrently developing a conceptual model
for PPBES that would be appropriate for school districts. Unfor-
tunately, this model was under development and therefore not
available at that time.

Early in 1969 a survey was conducted which identified all docu-
ments being used for planning, budgeting, and evaluating purposes
in the school system. This survey clearly indicated that a wide
diversity of techniques and documentation was currently employed
by various administrators.

It was determined that potentially useful activities in existing
governmental applications of PPBES were, simply stated, program
planning, program budgeting, program evaluation, and program
analysis. Resulting documentation was found in program plans,
program memoranda, program budgets and issue papers. This is,

of course, an inadequate reference to those activities and docu-
ments. The point to be emphasized is that in PPBES those
activities are integrated and those documents are interrelated;
and that in PPBES, the program is the integrating unit for those
activities and documents. Potential PPBES activities and docu-
ments were compared with existing planning, budgeting, and
evaluating activities and documents. As a result, areas of need
which could be served by PPBES were identified. 'Evolution" was
the dominating characteristic of this approach in that it entailed
(1) the identification of existing activities/documents, (2) the
design of desirable activities/documents, and (3) working to move
from the existing activities/documents to desired ones.

Strategies for Development

Certain overriding principles dictated adoption (planned or
accidental) of those strategies employed in developmental efferts.
These were (1) the PPBE System was to be an evolving one, initially
from existing practices and subsequently in refinement stages,

(2) tasks selected in the developmental sequence were to be care-
fully chosen so that they could be readily achieved, so that
implications for immediate change in the organization would be
minimized, and so that the imposition on persons and/or the
organization would be minimal, and (3) that requests for persons

in the organization to exhibit certain behaviors (e.g., writing
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objectives) would not be made until a reasonable probability
existed that those persons possessed those behaviors. This
latter principle required that the PPBES staff provide numerous
orientation/inservice training sessions. Accordingly, the staff
undertook certain kinds of pilot activities and sought certain
types cof pilot products. These were:

- Pilot activities and documents which did not differ
substantially from existing activities and documents

- Pilot products which capitalized on the advantages of
current activities and documents but offered those
benefits of PPBE methodology which could be accrued in
the start-up phase .

- Pilot products which offered minimal risk of failure and
maximal benefits (e.g., applying evaluation first to
administrative and industrial type operations instead of
first to instruction)

- Pilot products which had usefulness in themselves and
contributed to an evolutionary implementation of the system.

Relative to the involvement of other personnel the following
guidelines were adopted:

- To maximally involve other line and staff personnel in the
system development with the PPBES staff providing the
structures, guidelines, and format for such development.

- To involve other line and staff personnel only after
adequate training/orientation had been provided.

The Key Role of the Program Structure

Although the resource committee was unsuccessful in its attempt
to produce a program structure the direction was set for initial

PPEES development, i.e., the first task was to establish a program
structure which would provide the framework for future development.

The project staff proceeded from this point in attempting to
define a logical system for classifying the diverse activities of
the school district.

The inductive approach was adopted in an attempt to classify
existing activities in a program structure. The rationale for
this approach was based on the following assumptions:

- The activities of the past and present do have relevance to
the mission of an educational organization

-~ The inductive approach affords a reasonable probability for
successful implementation of PPBES '
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F O S N U SR T VDAY R PLN FYO PA SOSN

T L s




- The implementation of PPBES (possibly most innovations)
should be evolutionary in nature

- The collection of information pertaining to and the assess-
ment of existing programs are beneficial.

However, the danger of being committed to the status quo is
inherent in the inductive approach. It was recognized that the
PPBES design must include the capability to accommodate change
when the need for change is well documented.

The rationale for the first program structure (page 13) was
developed by the PPBES project staff. Division of Instruction*
personnel used that structure to produce a manual of Dade County
Public Schools Programs and initiated various planning activities
based on that structure. The utility of program structure oriented
"thinking" was substantiated. The weakness of the structure was
primarily one of communication. Although the structure could
. accommodate the different levels of activities, i.e., elementary,
| junior high, senior high, that fact was not readily communicated.
Although the structure could lead to greater detail in the support
programs, such detail was not provided. Additionally, a concept
based on and presented with ''formal logic" was somewhat alien to
school system personnel.

Accordingly, the project staff revised the program structure.
The logic and the concomitant definitions were refined with the |
result that the structure was transformed into a ''benefit oriented"
model of the school system which included two program areas--

' Instruction and Administration/Planning (page 15).

Formal presentations of this structure were made to groups of
personnel which included representatives of each administrative :
office, instructional personnel such as teachers and subject
area consulta ts, principals, and executive level administrators. ;
Certain revisi:us were made in the structure based on inter-
actions at thos: presentations. The structure then provided the
framework for producing a program budget for fiscal year 1969-70
using manual crosswalk procedures. ‘As a result of the formal
presentations of the structure and using the structure in pilot ;
activities, conclusions were drawn which indicated the need for
further "revisions" in the structure. These were (1) the struc-
ture presented an unnatural dichotomy between instructional and
support activities, (2) the structure was too much a reflection

‘ of responsibility centers and did not adequately portray programs
as they crossed organizational lines and (3) the structure did
not yield the capacity for analyzing the school system's activities

*The Division of Instruction is comprised of instructional support
personnel, e.g., teachers on special assignment and subject area
specialists, who have responsibilities for curriculum planning,
staff development, educational media, pupil personnel services
and program evaluation. :
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from a perspective of major educational objectives or priority i
* thrusts. i

The program structure that finally evolved (page 22) and was
used in the first phase implementation of the system has two
dimensions--a program dimension and a responsibility center
dimension. Present activities of the organization are readily
communicated, using this structure, in terms quite familiar to
organization personnel; classification of activities conducted
through various offices but having common objectives can be
accommodated. This structure provided the framework for the
preparation of plans and budget requests for the 1971-72 fiscal
year. The principal thrusts of those activities were program
planning and program budgeting at responsibility centers; this
was accomplished using three appropriation channels--basic, new :
and supplemental.
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- Basic budget requests accompany plans to continue the on
going program activities

- New budget requests accompany plans for an increase in the
basic and become part of the basic if granted

A et i

- Supplemental budget requests accompany plans for 'project"
like activities and when granted are for one year only.

The program structure assumed a key role as it provided the
starting point in the PPBES development and formed the frame-
work for that development and subsequent implementation.
Representing a model of the educational organization, the
development of the structure necessarily involved persons who
were to use the structure.

The Commitment to Change

A major danger in employing the inductive approach to developing
the program structure is that of becoming ''locked in on the ;
status quo," i.e., the structure reflects current activities and ;
cannot be changed. The Dade County Schools does indeed have 2
a commitment to change and the PPBE System design includes two
powerful vehicles to accommodate change--the Special Programs
category and the supplenental appropriation channel. Special b
Programs include programs designed to meet the needs of parti-
cular target populations, e.g., Exceptional Child Program; Drug
Abuse Program (established for 1970-71), and those designed to
meet high priority needs, e.g., Desegregation- (established for
1971-72). The one year supplemental appropriation channel
(supplementals may be renewed but only on an annual basis) allows
experimentation with activities and techniques that may eventually
be adopted in the system. The program structure must be dynamic,
must facilitate change.




Pilot Activities and Products, 1969-70

Consistant with the strategies outlined in Section IV certain
decisions were made with respect to piloting PPBES processes.
These were (1) to obtain volunteers if possible to serve as
pilots, (2 to pilot, in the main, in support programs, (3) to
involve administrators prior to involving teachers instead of
| vice versa as is usually the case in major innovations and

(4) to proceed on o system-wide basis and work "down" instead
of starting at the grass roots and working 'up'.

The assistant superintendents for Physical Plant and Personnel
volunteered as PPBES pilots with pilot activities and products
to be undertaken with respect to the Personnel Services and

. Facilitizs Support Programs.

In each administrative office a person was designated to serve
as liaison to the PPBES staff. These liaison personnel were :
provided special training in PPBES methodology by the project i
staff as well as through attendance at PPBES Seminars conducted
by government agencies. In effect these persons were "PPEES
staff" members in the administrative departments. Their primary
responsibility was to work with personnel in their departments
using the PPBES project staff members as a resource.

Generally, in piloting activities and preparing demonstration
preducts the following procedures were utilized.

- The PPEES staff designed the processes and the products

- These processes and products were discussed with the liaison
person in the appropriate department

- The project staff planned und conducted training sessions
for personnel in the deparcments

- The liaison person assume:i the responsibility for seeing
that the processes were carried out and the products

prepared :

! - The PPBES siaff served as consultants to the pilots in an
"on call" tasis

- The PPBES staff analyzed the products and suggested changes

- The pilot departments considered those recommendations and
incorporated those changes they felt to be desirable. ;
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The major demonstration products resulting from pilot efforts
were:

Personnel Division Program Memorandum, 1970-71, (Appendix A)1

Physical Plant Division Program Memorandum, 1970-71,
Appendix A)1

Personnel Division Program Report, (Appendix B)‘2

Physical Plant Division Program Report, (Appendix B)Z

Exceptional Child Objectives/Indicators by Sub-program
Area of Exceptionality), (Appendix C

Expioring the Application of Program Planning, Budgeting,
Evaluating Methodology at the School lLevel: A Report

on a Teacher Seminar, (Appendix D)%

Program Budget for Fiscal Year 1970--'715

. Subsequently, in the design of system procedures, the knowledge

gleaned from pilot efforts was used extensively by the PPBES
staff,

Operational Activities and Products, 1970-71

The PPBES project staff and the existing budget section were
amalgamated into a Department of Planning and Budgeting located
within the Division of Finance. This department will be headed
by a Director of Planning and Budgeting, a position which replaces
the former position of Budget Director of Dade County Schools.
One section in this department will assume the responsibility for
maintaining and continuing the PPBES development began through
the efforts of the project staff. The formation and organization
of this department was further evidence of the commitment to
PPBES made by Dade County Schools. '

1Program plans for 1970-71; inclucdes review of 1969-70 operations,
1970-71 plans, objectives, indicators and budget.

2Prog::'am summary for the period July 1, 1970 - December 31, 1970,
includes narrative summary and indicator data.

3 Produced as a result of a one day seminar on PPBES conducted
June 6, 1970, for Exceptional Child teachers and support personnel.

uProduced as a result of a one week seminar on PPBES conducted
June 22 - 26, 1970, for selected teachers in Regular Programs.

5Produced using manual crosswalk procedures.
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The establishment of the Planning and Budgeting Calendar, which
delineated the timetable for the preparation of the 1971-72
budget and planning documents (page 29) and which replaced the
budget calendar in the existing system, was a significant step
toward full implementation of PPBES. The Planning and Budgeting
Manual, which replaced the Budget Manual in the existing system,
includes a comprehensive section on p.anning guidelines and forms
to provide assistance to operational personnel in planning and
budgeting for fiscal year 1971-72. The objectives achieved as

a result of the calendar and the manual were (1) the integration
of planning and budgeting activities and (2) the implementation of
program planning and budgeting at responsibility centers (page 28).

The project staff provided extensive assistance to personnel in
support centers during the preparation of program plans and budget
requests for 1971-72. Not only did this allow for smooth imple-
mentation but provided also the opportunities for valuable
inservice training in an "on-site" manner. Documents produced

as a result of planning for 1971-72 include:

~ Budget Overview: Dade County Public Schools, 1971-72

Program Memoranda: Regular, Special, and Support
Programs, 1971-72

- Program Plans: District and Division Programs, 1971-72

Program Plans: Capital Projects, 1971-72

Program Plans: Contracted Projects, 1971-72
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DADE COUNTY PUBLIC SCHOOLS PROGRAM STRUCTURE #1

RATIONALE

This program structure is composed of four educational components --
(1) instructional - general, (2) instructional - exceptional,

(3) instructional - supplementary, and (4) support. The elements of
the components are programs. The following rationale establishes the
criteria for placing programs within the educational components.

I. Instructional - General

A program which --
A. Involves students for instructional purposes

B. 1Is designed for students who are not considered

educationally exceptional
C. Does not exist mainly to support other programs.

II. Instructional - Exceptional

A program which --
A. Involves students for instructional purposes

B. Is designed for students who are considered

educationally exceptional
C. Does not exist mainly to support other programs

IITI. Instructional - Supplementary

A program which --
A. Involves students for instructional purposes
B. Exists mainly to support programs classified under I and II
C. Cannot be classified under I or II

IV. Support

A program which --
A. Exists to support programs under I, II, and III

B. Cannot be classified under I, II, or III 3/10/69
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vADE COUNTY PUBLIC SCHOOLS PROGRAM STRUCTURE #2

I. THE BASIC LOGIC

The program gtructure includes categorics of activities which

reflect various levels of specificity.

These categories, summar-

ized in the chart below, are Program Area, Program, Sub-program

and Project.

PROGRAM AREA

A grouping of programs wvhich function to produce common major
benefits structured by a defined planning viewpoint.

PROGRAM

A grouping of sub-
programs which produce
related benefits struc-
tured by a defined
planning viewpoint.

PROGRAM

PROGRAM

Sub-program

A set of interdependent
activities which have
been identified for
planning, costing, and
evaluating in terms of
related objectives.

Project

A set of interdependent
activities which have
been identified for plan-
ning, costing, and evalu-
ating in terms of related
objectives and which have
been specially funded.

If the objectives of the
project are character-
istic of more than one
sub-program then the pro-
ject is identified as a
separate sub-program. If
the objectives of the pro-
ject are characteristic of
only one sub-program, the
project is identified withd
in that sub-program.

Sub-program
Project
Sub-program
Sub-program

Project

Sub-program




II. APPLICATION OF BASIC LOGIC
A. This program structure is a, benefit-oriented model of the
school system, based on the current administrative and

curricular organization.

PROGRAM AREA: INSTRUCTION

A grouping of programs of Dade County Public Schools which function to
produce benefits consumed by the individual learner primarily through
changes and development of learner concepts, skills and attitudes
consistent with the goals of the school system.

PROGRAM

A grouping of sub-programs which produce related benefits structured
by the current types of instructional centers.

SUB-PROGRAM

A set of interdependent activities, which have been identified for
planning, costing and evaluating in terms of related objectives,
yielding benefits directly or indirectly consumed by learners. .
These instructional sub-programs are classified into five categories:

Direct learner Consumption

Category 1. Sub-programs whose activities provide instruction to
learners not assigned to special target population
sub-programs.

Category 2. Specifically identified sub-programs whose activities
provide instruction to special target populations.

Category 3. Sub-programs whose activities provide varied services
used primarily by learners.

Indirect Learner Consumption

Category 4. Sub-programs whose activities coordinate and improve
the functioning of other instructional sub-programs
at instructional centers.

Catetory 5. Sub-programs whose activities provide or maintain
facilities necessary for the functioning of other
instructional sub-programs at instructional centers.




PROGRAM AREA: ADMINISTRATION AND PLANNING

A grouping of programs of Dade County Public Schools which function to
produce benefits primarily consumed by the school system as an insti-
tution through generating the necessary support to its instructional
programs.

PROGRAM

A grouping of sub-programs which producc related benefits structured
by current administrative divisions.

SUB-PROGRAM

A set of interdependent activities, which have been identified for
planning, costing and evaluating in terms of related objectives,
yielding benefits consumed by the school system as an institution.
These Administration and Planning sub-programs can be classified into
three categories:

Category 1. Sub-programs whose activities coordinate and improve
the functioning of other division sub-programs.

Category 2. Sub-programs whose activities yield system-wide
benefits within the framework of an administrative

division.
Category 3. Sub-programs whose activities provide or maintain

facilities necessary for the functioning of other
division sub-programs.

B. Activities (including first line supervision) that are instruc-
tional, consistent with fhe definition of the Instructional
Program Area, are classified in appropriate sub-programs in
the Instructional area, even though the responsibility for the
planning and/or managehent of these activities may fall within
the domain of a program in the Administration and Planning
Program Area.

C. Administrative or supervisory activities that take place in a
responsibility center where instructional programs are being
conducted are classified as a sub-program within an instruc-

tional program.

. i a3 e SN SRR AR A AL 1 5
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DADE COUNTY PUBLIC SCHOOLS PROGRAM STRUCTURE #2

PROGRAM AREA:  INSTRUCTION

ELEMENTARY SCHOOL PROGRAM

MIDDLE/JUNIOR HIGH SCHOOL PROGRAM

Kindergarten

Primary

Intermediate
Health/Safety/Physical Education
Summer

English-as-a-Second Language
Compensatory

Corrective Reading
Emotionally Disturbed
Hearing Impaired
Homebound/Hospital
Learning Disabilities
Spanish-for-Native Speakers
Mentally Handicapped
Physically Handicapped
Remedial Reading

Speech Therapy

Socially Maladjusted
Visually Handicapped

Art

Business

Foreign Language

Health/Safety/Physical Education

Home Economics

Industrial Arts

Intermediate

Language Arts

Mathematics

Music

Science

Social Studies

Vocational Training for In-School
Youth

Summer

Art Services
Co-Curricular Services
Community Services
Library/AV Services

Music Services
Guidance/Counseling Services
Psychological Services
Visiting Teacher Services
Media Services
Transportation Services
School Food Services

| Hearing Impaired

English-as-a-Second Language

Vocational Training for
Disadvantaged Youth

Compensatory

Corrective Reading

Emotionally Disturbed

Homebound/Hospi tal
Spanish-for-Native Speakers
Mentally Handicapped
Physically Handicapped
Remedial Reading

Speech Therapy

Socially Maladjusted
Visually Handicapped

Co-Curricular Services
Community Services
Guidance/Counseling Services
Library/AV Services
Psychological Services
Visiting Teacher Services
Media Services
Transportation Services
School Food Services

Administration/Supervision

Administration/Supervision

Plant Support

Plant Support

~I/75
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DADE COUNTY PUBLIC SCHOOLS PROGRAM STRUCTURE #2 (Continued)

PROGRAM AREA: INSTRUCTION

SENIOR HIGH SCHOOL PROGRAM

ADULT PROGRAM

Art

Business

Criver Training

Foreign Language

Health/Safety/Physical Education

Home Economics

Industrial Arts

Language Arts

Mathematics

Music

Science

Social Studies

Vocational Training for In-School
Youth

Summer

Adult Elementary

Adult Secondary

Zmployment Training-Apprenticeship

Employment Training-Disadvantaged

Employment Training-Preparatory

Employment Traininp-Supplemental

Employment Training-Adult
Preparatory

General Adult Special Interest

Compensatory

Corrective Reading :

English-as-a-Second Language

Homebound/Hospital

Mentally Handicapped

Physically Handicapped

Spanish-for-Native Speakers

Speech Therapy

Socially Maladjusted

Visually Handicapped

Vocational Training for
Disadvantaged Youth

Co-Curricular Services
Community Services
Guidance/Counseling Services
Library/AV Services
Psychological Services
Visiting Teacher Services
Media Services
Transportation Services
School Food Services

Guidance Services
Library/AV Services

Administration/Supervision

Administration/Supervision

Plant Support

Plant Support

1/70
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DADE COUNTY PUBLIC SCHOOLS PROGRAM STRUCTURE #2 (Continued)

PROGRAM AREA:

ADMINISTRATION AND PLANNING

Vocational and
Adult Staff and
Instruction
Materials Deve-
lopment Services

Finance and
Accounting

Purchasing and
Inventory
Control

Vocational ,Tech-
nical and Acult
Pupil Personnel
Services

Maintenance Plan-
ning and
Services

Operations Plan-
ning and
Services

Physical Plant
Planning and
Services

Transportation
Support Services

Special Program
Support Services

‘Planning and
Administration

Educational
Specifications
Planning

Educational
. Media Services

VOCATIONAL/
ADMI%ﬁgg;fE‘IO'N y TECHNICAL EDUCATIONAL
SERVICES ADULT EDUCATION |PLANNING/SERVICES | FINANCE PROGRAM
PROGRAM SUPPORTING PROGRAM
'SERVICES PROGRAM
District-wide | Vocational, Tech- Educational Financial
Management nical and Adult Planning Management
District-wide gi;ﬁ;?i Prggz:me- Management Financial
Supervision Es 3 Program Planning Planning and
ment and Evalua- | ¢ peyelopment Budgeting
District-wide tion
g:izigpzzgiam Personnel Planning Program Evaluation] Accounting
P and Services Staff Development JAuditing
Departmental Pro- |Pupil Personnel Internal
gram Planning Services Control
and Services Special Programs |Payroil

Plant Support

——

Plant Support

Plant Suppor't

Plant Support

1/70
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DADE COUNTY PUBLIC SCIOCLS PRCGRAM STRUCTURE #2

(Continued)

PROGRAM AREA: ADMINISTRATION AND PLANNING

PERSONNEL PHYSICAL SUPPORT DML ST EAT IVE
PROGRAM PLANT PROGRAM SERVICES PROGRAM
SERVICES
“Personnel Plant Support Services | System Management
Management Management Management Administrative
Instructional Maintenance School Food Services
Staffing Administration Administration Management
Non-Instructional]Operations _ | Insurance and Administrative
Staffing Administration Safety Research
Personnel Policy ]Plant Planning - Administration Administrative
Devg19pment.and Securi ty Purchasing Supp9rt
Administrative Services
Staffin Stores and
atiing ‘Distribution Central Data
Personnel . Processing
Operation Transportation
perations Administration | Legal Services

and Records

Policy
Devclopment

Public
Information

School
Activities

Plant Support

Plant Support

Plant Support -

Plant Support

21
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% I section: 2 change no: !
| e L LR 4
: ! page no: 2-1 !
PLANNING AND  |Roiisi ..3
; effective date: July 1, 1971 i

BUDGETING MANUAL |

PLANNING PROCEDURES AND DOCUMENTATION - PURPOSE

The planning procedures and documentation established in this section

in accordance with the PLANNING AND BUDGETING CALENDAR included in
Section One are intended to accomplish the following major objectives:

(1) to integrate at the operational level program planning ;
and budgeting processes ;

(2) to produce adequate documentation in support of the
proposed budget.

Toward these ends the major thrust in the planning cycle will be the

act of program planning at responsibility centers (support centers ,
: only for 1971-72). As a result, operational program plans will be ;
| produced at those centers. Additionally, two summary planning docu- 5
§ ments will be available for decision makers during the planning cycle 3
§ and subsequently published for general distribution; the cycle will
! culminate with the production of the official budget document of the
E school system. Brief descriptions of these operational and summary
§ documents appear on page 2-2; their interrelationships are presented

in the chart on page 2-3.
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PLANNING AND

PLANNING DOCUMENTS

DOCUMENTS

DESCRIPTION

BUDGET OVERVIEW:
DADE COUNTY PUBLIC
SCHOOLS 1971-72

The budget document. A document suitable for public distribution
which describes the types and quantity of revenues used in funding
school system programs, analyzes significant changes in budgetary
appropriations systemwide, and summarizes budgetary decisions by
program, account, and responsibility center.

PROGRAM MEMORANDA :
REGULAR, SPECIAL,
AND INSTRUCTIONAL
SUPPORT PROGRAMS

1971-72

A summary planning document suitable for public distribution which
summarizes budgetary decisions by program, whether at school,
district, or division level. Estimated program appropriations which
are funded through Part IV will be included as well as appropri-
ations funded by internal funds in the Occupational and Continuing
Instruction programs.

PROGRAM MEMORANDA :
GENERAL SUPPORT
PROGRAMS 1971-72

A summary planning document suitable for public distribution which
summarizes budgetary decisions by program (non-iristructional)
whether at school, district, or division level. Estimated program
appropriations funded through Part IV will be included as well as
internal funds supporting the School Food program. Proposed capital
projects will be summarized within the Facilities Support section.

PROGRAM PLANS:
DISTRICT AND
DIVISION PROGRAMS

1971-72

An operational planning document for internal use developed at the
support center level which identifies planned objectives, resources
necessary to accomplish objectives, past year accomplishments and
problems, plans to resolve problem areas, and needs for additional
funds. In addition, each district/division will submit a summary
statement describing significant achievements, both past and planned,
for all centers summarized by type.

PROGRAM PLANS:
CAPITAL PROJECTS
1971-72

An operational planning document for internal use which describes
in detail facilities needs during the next year and over a multi-
year period as well as each capital project currently underway.

PROGRAM PLANS:
CONTRACTED
PROJECTS 1971-72

An operational planning document for interijal use which identijifies
the planned objectives for each probable and funded contracted
project, resources necessary for those objectives, and the funding
source., ‘
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CHAPTER IIT

RESULTS - DADE COUNTY PPBES OPERATIONAL COMPONENTS

The installation of PPBES processes in' Dade County Schools during
1970-71 necessitated defining and operationalizing certain PPB
components: a framework for planning and budgeting (Program
Structure); the schedule of events and delineation of responsi-
bilities in the planning and budgeting cycle (Planning and
Budgeting Calendar); the parameters controlling the planning
and budgeting processes (Guidelines for Program Plans); and the
output of the planning and budgeting cycle (Planning Documents).
Each of these components was developed and installed in the
management practices of Dade County Schools by inclusion in the

Planning and Budgeting Manual.
Program Structure

The logic underlying the program structure is relatively simple:

Reg\_xlar Progams: Teacher activities offered to meet the
educational needs of children, youth, and adults

Kindergarten

General Instruction
Occupational Instruction
Continuing Instruction
Community Services

Special Programs: Integrated teaching, technical, and
administrative activities offered to meet the unique
needs of clients who cannot be adequately served by
regular programs; also the activities designed to
meet a critical need

Compensatory
Bilingual

Drug Abuse
Exceptional Child
Reading Remediation
Desegregation

Support Programs: Administrative, technical, and logistical
activities necessary to support and complement the
educational mission of the school system

Instructional Support
Auxiliary Services
Facilities Support
Administrative Support

The program definition section of the Planning and Budgeting
Manual is presented on the following pages.

)
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effective date: July 1, 1971 .

t
BUDGETING MANUAL oo
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- ‘ PROGRAM DEFINITIONS

PURPOSE: Program definitions are included within this section to aid in the class- 5
ification according to program of both budget requests and expenditure
transactions (all types of appropriations). However, contracted projects
and supplemental appropriations are classified within one of the identified
programs at the time of funding amli consequently definitions are not neces-
sary for coding these appropriations at responsibility centers. These
definitions will be most useful for classifying budget requests and expen-
ditures funded by basic appropriations at centers in which more than one

program is operating.

METHOD OF DEFINITION: REGULAR and SPECIAL PROGRAMS have been defined, in general,
in terms of groupings of specific courses meeting related objectives.
These course numbers are identified and defined in the following documents:

Program of Authorized Instructional Courses in
Dade County Public Schools: Curriculum Bulletin l.

and
The Accreditator, Vol. 9, No. 2. |

Consequently, these documents should be available as a supplement to this
MANUAL at centers in which REGULAR and SPECIAL PROGRAMS are budgeted or

classified.

SUPPORT PROGRAMS have been defined in somewhat greater detail in terms
of groupings of activities having related objectives.

THE STRUCTURE: In a PPBES a listing of programs is determined by a formal structure.
This structure represents a hierarchical grouping of objective-oriented
categories with a progression toward their more general applicability to
the fundamental goals of an educational organization. The following struc-
ture has been used for the defined programs. NOTE: Program budgeting and
accounting have been fixed for FY 71-72 at the PROGRAM LEVEL for REGULAR
and SPECIAL PROGRAMS and at the SUBPROGRAM LEVEL for SUPPORT PRCGRAMS.

EXAMPLE OF DETAIL

Program Subprogram Element
;f REGULAR| General Instruction®* Mathematics Algebra 1
f SPECIAL | Compensatory* Language Development |
|

' SUPPORT | Instructional ‘Support Educational Media* School Library/AV

*Denotes control level during FY 71-72.
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REGULAR PROGRAMS

.Kindergarten Program (01) .

Direct instructional activities designed for and offered to children during the year
immediately preceding first grade. In Dade County the objectives of these experiences
are to provide the young child with a learning environment which permits him to utilize
his abilities to the highest degree commensurate with his level of development. The
program in individual schools may involve early formalized reading, sequential mathe-
matics experiences and structured language development activities, as well as unstruc-
tured play, socializing activities, spontancous expression, and enriching cultural
experiences.

General Instruction Program (02)

Direct instructional activities primarily designed for and offered to pupils to enable
them to develop and expand in their roles as human beings and citizens. These
activities are identified within the following subprograms:

Elementary Schools: Primary, Intermediate, Supplementary Services, Co-curricular
Services.

Middle/Junior High Schools:

3 Art (Courees: 6671, 6672, 6673, 6682, 6683), Business Education (Courses: 7713, 7701, 7702),

} Foreign language (Courses: 7523, 7524, 7525, 7533, 7534, 7535, 7513, 7514, 7515, 7543, 75k,

: 7545, 7501, 7503, 7504, 7505, 7509), Health Education (Courses: 7391, 7392), Language Arts

; (Courses: 5111, 5112, 5113, 5163, 5173, 5181), Mathematics (Coursas: 5211, 5212, 5213, 5215,
5218), Music (Courses: 5610, 5611, 5612, 5631, 5632, 5633, 5613, 561k, 5615, 5616, 5617, 5618,
5619, 5624, 5626, 5634, 5636, 5642, 5643, S645), Physical Education (Courses: 5551, 5552,

: ‘ 5553, 5561, 5562, 5563), Science (Courses: 5311, 5312, 5313, 5343, 5373), Social Studies :

’ (Coursea: 6470, 6412, 6478, 6U476), Co-curricular Services: after school intramurals and 3

activities.
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Senior High Schools: ;

Art (Courses: 6673, 6674, 6675, 6676, 6683, 6684, 6685, 6686, €687, 6688, 6689), Business

¥ Education /Courses: 7708, 7709, 7713, 7715, 7739, 7743, 873ll, 7718, 7716, 7717, 7734, 8737,

i 7735, 7706, 7707, 7703, 7704, 7705), Foreign language (Courses: 7523, 7524, 7525, -7526, 7527,
¢ 7533, 7534, 7535, 7536, 7537, 7539, 7517, 7528, 7513, 751k, 7515, 7516, 7543, 7Shh, 7545,
o 7546, 7503, 7504, 7505, 7506, 7607, 7509), Health Education (Courses: 7393, 7394), Humanities
o (Course: 7189), language Arts (Courses: 511k, 5115, 5116, 5128, 5148, 5149, 5163, 5164, 5165,
o 5166, 5167, 5173, 5174, 5175, 5183, 5184, 5185, 5186, 5187, 5188, 5193, 5196, 5197, 5:98),
o Mathematics (Courses: 5213, 521k, 5299, 5283, 5285, 5115, 5218, 5216, 5217, 5219, 5295, 5286,
ok 5297, 5293, 5266, 5265), Music (Courses: 5613, 5614, 5615, 5616, 5617, 5618, 5619, 562k, 5626,
S63h, 5635,-5636, 5637, 5638, 5639, 5643, S6hh, 5646, S6u45), Phycical Education (Courses: 5554,
5555, 5556, 556k, 5565, 5566, 5567, 5568), Safety and Driver Education (Course: 8573), Science
: (Courses: 53"3' 53“’. 53"7' 53“8' 5}1‘.' 5373, 5315, 5377, 5}65. 53%' 5367' 5369' 5316' 5376'
: 5317, 5318, 5378, 5319, 5387), Social Studies (Courses: 6hll, 6416, 6417, 6425, 6427, 6448,
6463, 6473, 6483, 6493, 6429, 6U8BL, 6476), Co-curricular Services: after school intramurals,
activities, and vsrsity sports. .

! NOTE: These codes should NOT be used within the Financial Reporting System. Only
codes identified withiln tables of this section should be used.
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REGULAR PROGRAMS (Continued)

Occupational Instruction Program (03)

Direct instructional activities primarily designed for and offered to pupils to
prepare them for initial employment or upgrading/updating in an occupation or cluster
of occupations. These activities are identified within the following subprograms:

Middle/Junior High Schools: Diversified Education (Courses: 8765, 8769),
Health Related Technology (Course: 8007), Home Economics (Courses:
6751, 6752, 6753, 6759), Industrial Arts (Courses: 5831, 5833, 5803,
5837, 5838, 5873, 5853), Industrial Education (Course: 9380), Related
Trade/Industrial Technology (Course: 9833),

Senior High Schools:

Agriculture (Courses: 5783, 5784, 5785), Aviation Education (Courses: 9073, 9063, 9065,

9053, 9055, 9080, 9082, 9853, 9855, 9945, 9947), Cooperative Business Education (Course:

7725), Distributive Education (Course: 8726), Diversified Education (Courses: 8753, 8754, -

8765, 8769), Health Related Technology (Course: 8009), Home Economics (Courses: 6753,

6755, 6756. 6757, 6758, &759, 6763, 6764, 6765, 6766, 6767, 6768, 6769, 6773), Industrial
. Arts (Courses: 5833' 5803' 5807| 5808| 5813, 5811" 5837' 5838| 5823' 582’0. 5825| 58730 ;

3 5874, 53875, <863, ©864, 5865, 5843, 584k, S853, 585k, 5855), Industrial Education (Courses: ' |

9013, 9015, 9017, 9025, G027, 9033, 9035, 9037, 903, 9045, 9047, 9133, 9135, 9137, 9143, i

9145, 6147, 9183, 9185, 9187, 9193, 9195, 9197, 9205, 9207, 9215, 9243, 9245, 9247, 9255,

9257, 6263, 9265, 9267, 9273, 9275, 9323, 9325, 9327, 9380, 9783, 9785, 9553, 9555, 9557,

9753,.9755, 9757, 9913, 9915, 9917), Related Trade/Industrial Technology (Courses: 9833,

9835, 9837), Technical Education (Courses: 8170, 8121, 8122, 8131, 8136, 8137, 8138),

Vocational Office Education (Courses: 7719, 7749).

Adult Centers:

Agriculture Education (Courses: 3751, 3753, 3750, 3752, 3755, 3764, 3758, 3756, 3767,
3754, 3763, 3760, 3757, 3766), Business Education (Courses: 4715, 4283, 4713, 4473, L2k,
423, 4708, U716, 4720, L7ho, 4718, W738, 7uL, U743, k128, 4725, 4726, 4717, k707, 4706,
4735, 4739, U741, 4705, 4704), Distributive Education (Courses: 4520, 4521, 4553, 4570,
4530, 4523, 4571, h572, hs6h, hso6, 4SO7, 4SO, 4503, 4502, 451k, L4505, 4s82, 4516, 4581,
4580, 4512, 4510, 4511, 4531, 4535, 4593, Soh, 45ol, 4590, 4592, U515, 4501, U500, 4566,
4560, 5SSk, U569, U561, 4551, 4S67, LS68, US62, U565, 4534, 4550, 4532. 4513, ksak, 4525,
4522, 4518, 4517), hHome Economics Ecucation (Courses: 2800, 2802, 2801, 2809, 2806, 2805,
2811, 2810, 2808, 2807, 2899, 2816, 2815, 2819, 2818, 2817, 2831, 2835, d25, 2830, 2834,
2833, 2832, 2842, 2843, 28ko, 2841, 2850, 2854, 2853, 2852, 2851, 2857, Industrial
Education (Courses: 3901, 3902, 3903, 3904, 3989, 3912, 3933, 3939, 3996, 3907, 3905,
1922, 3923, 3910, 3914, 3918, 3935, 3961, 3970, 3913, 3916, 3930, 3941, 3948, 3951,

3959, 3965, 3971, 3972, 3984, 3990, 3921, 3924, 3925, 3928, 3929, 3927, 3977, 3932, 3978,
3926, 3946, 3975, 3945, 3947, 3999, 3909, 3942, 3949, 3955, 3985, 3996, 3994, 3908, 3920,
1969, 3934, 3952, 3919, 3957, 3980, 3938, 394k, 3962, 3986, 3987, 3937, 3973, 3991, 3997,
3998, 3911, 3915, 3988, 3983), Technical and Health Occupations (Course-.: 4010, Lok2,
holg, ko15, Lous, Lo29, b012, hOlh, 4016, Loko, 4022, k023, LO38, L4O35, LO31, Lozg, 4O32,
ozh, 4036, LOu7, Lo17, LO18, 4020, LOO?, 4021, 4026, 3045, 4037, 4025, 402k, hobl, 4033,
4065, 4011, 4013, 30k9, 3050, 3051, 3052, 3005, k027, 4028, 4030, 3056, '*00, Lotl, Lob3,
4008, 3046, 3047, 3019, 3065, 3053, 3048, 3067, 3055, 3057, 3058, 3036, 61, 3062, 3044,
3°°6| 3037| 3001‘0 305“| 3°°2| 3001. Bw}o 3059| 3038)0

. NOTE: The codes listed for the adult center within the Occupational Instruction
Program are identified and detailed in The Accreditator, Vol. 9, No. 2, and
should NOT be used in the Financial Reporting System. Only codes identified
within the tables of this section should be used.
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Continuing Instruction Program (O4)

. Direct instructional activities at adult centers only, not included in the definitions

L for Kindergarten, General Instruction, or Occupational Instruction. This program ,
» primarily enrolls persons who have completed the requirements for graduation from high ,
% school or who have withdrawn from high school before completing requirements for -
graduation.

Adult General Courses (Courses: 3677, 2677, 3673, 2673, 3675, 2675, 3676, 2676, 1708, i
, 0708, 1713, 0713, 1735, 0735, 1706, 0706, 1703, 0703, 1538, 0538, 1548, 0548, 1523,
i 0523, 1533, 0533, 1528, 0528, 1517, 0517, 1529, 0529, 1513, 0513, 1530, 0530, 1543,

: o543, 1503, 0503, 3393, 2393, 1813, 0813, 1814, 0814, 1803, 0803, 1804, 0804, 1167, i
0167, 111k, Oll4, 1117, 1193, 0193, 1148, 0148, 1143, 0143, 1173, 0173, 1215, 0215,
1216, 0216, 1283, 0283, 1297, 0297, 1214, 0214, 1218, 0218, 1295, 0295, 1243, o243, : i
1213, o213, 1219, 0219, 1616, 0616, 1613, 0613, 1634, 0634, 3577, 2577, 1363, 0363,
1314, O31h4, 1374, 0374, 1342, 0342, 1343, 0343, 1348, 0348, 134k, 0344, 1316, 0316,
1345, 0345, 1318, 0318, 1471, o471, 1470, O470, 1473, OL73, 1463, O463, 1445, OLLS, i
1412, okl2, 116, ok16, 1497, OL97, 1lk, ourh, 1400, OkOO, 147k, o474, 1401, 1402, !
oko2, 1403, oho3, 1418, oul8, 1499, 0499, 1419, Oklg, 1413, Ok13, 1446, OLLE, 1456,
ou56, 1459, oh59, 1457, ohs?, 1427, ok27, 1425, 0425, 1991, 0991, 1904, 090k, 1906).

NOTE: The codesllisted within the Continuing Instruction Program and identified

and detailed in Ihe Accreditator, Ve¢l, 9, No, 2. These codes should NOT be
used in the Financial Reporting System. Only codes identified within the :
{

table of codes should be used.
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Community Services Program (05)

A ST

Direct instructional activities providing services for the community as a whole or
3 some segment of the community. Includes such services as community recreation programs
i and community leisure time activities at school plants during evenings and weekends.
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SPECIAL PROGRAMS

Compensatory Program (10)

Composite instructional and support activities designed for and offered to pupils with
economically or socially deprived backgrounds who do not adequately profit from regular
programs because of effects caused by such deprivation. Consists primarily of federally
funded contracted projects. Instructional/support activities whose primary objectives

~are not to counteract the effects of such deprivation are not included within this pro-

gram. Compensatory subprograms are identified within each planning/budgeting cycle
(based on an analysis of services within each contracted project).

Bilingual Program (11)

Composite instructional and support activities designed for and offered principally to
Spanish-speaking pupils who do not adequately profit tfrom regular programs because of
unique socio-linguistic needs. Instructional/support activities not specifically or
primarily designed to meet the socio-linguistic needs of Spanish-speaking students are

. not included wihtin this program. NOTE: In schools designated as bilingual schools,

instructional/support activities designed for English-speaking students to develop socio-
linguistic capabilities in Spanish comparable to that of a native speaker are included
within this program. Instructional/support services are identified within the following
subprograms: English as a Second Language (Courses: 5110, 5117; (Adult Centers: 0117),

Spanish as a Second Language (in bilingual schools), Spanish for Native Speakers (Course:
7509), Pupil Personnel Services, Instructional Administration.

Drug Abuse Program (12)

Composite instructional and support activities designed for and offered to fulfill

a critical school system need by providing information to and facilitating counseling
of all pupils concerning the dangers of drug abuse. Consists primarily of activities
funded through supplemental appropriations. Instructional/support activities whose
primary objectives are not to provide information or counseling about the dangers of
drug abuse are not included within this program. Drug Abuse subprograms will be
developed during the planning/budgeting cycle.

Exceptional Child Program (13)

Composite instructional and support activities designed for and offered to pupils who
do not adequately profit from regular programs because of the following defined
exceptionalities: Educable Mentally Retarded, Emotionally Disturbed, Gifted, Hearing
Impaired, Homebound/Hospital, Learning Disabilities, Physically Handicapped, Speech
Impaired, Trainable Mentally Retarded, Varying Exceptionalities, and Visually Handi-
capped. Consists primarily of activities funded under the provisions of the Excep-
tional Child units of the MFP. Instructional/support activities whose primary
objectives are not to accommodate or alleviate the effects of the defined exception-
alities are not included within this program. Instructional/support services are




-
]

[}

| R N A 1

PLANNING AND L e
]

]

[}

| effective date: July 1, 1971

]
BUDGETING MANUAL oioaorwis

SPECIAL PROGRAMS (Continued)

Exceptional Child Program (13) (Continued)

identified within the following subprograms; Educable Mentally Retarded (Courses: ;
6850, 6583)*, Emotionally/Socially Disturbed (Course: 6596)*, Gifted (Course: 6593)*, :
Hearing Impaired (Courses: 6590, 6585)*, Homebound/Hospital (Course: 6520)*, Learning 3
Disabilities, Physically Handicapped (Courses: 6581, 6584)*, Speech Impaired (Courses: :
6582, 6585)*, Trainable Mentally Retarded (Course: 6597)°, Varying Exceptionalities i
(Course: 6589)*, Visually Handicapped (Courses: 6591, 6587)*, CQPE Center, Pupil ;
Personnel Services (Course: 6588)*, and Instructional Development.

Reading Remediation Program (14) ;
Composite instructional/support activities designed for and offered to pupils who
do not adequately profit from regular programs because of a serious or severe
deficiency in reading skills and/or comprehension. (Serious/severe deficiency is . :
defined as a stanine score of 2 or lower on the paragraph meaning section of the
latest Metropolitan or Stanford Achievement test. See Curriculum Bulletin 1 for
additional criteria. Adult Centers: serious/severe deficiency is defined as a lack
of an entrance requirement for a specific trade, business, or adult general course
as determined by a standardized test. Consists primarily of units funded within
basic appropriation/allocation procedures. Instructional/support activities whose
primary objectives are not to alleviate serious/severe reading skills/comprehension
deficiencies are not included within this program. Instructional services are
identified within the following subprograms: Corrective Reading (Courses: 5141,
5142, 5143; Adult Center: 1907)*, Remedial Reading.
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Desegregation Program (15)

Composite instructional and support activities designed for and offered to fulfill

a critical school system need by providing additional staff and equipment to
facilitate the desegregation of students and faculties. Consists primarily of
activities funded under the Emergency School Assistance Program. Instructional/
support activities whose primary objectives are other than to facilitate the desegre-
gation of students and faculties are not included within this special program.
Desegregation subprograms will be developed during the planning/budgeting cycle.

*NOTE: The course numbers identified are those detailed and described within

Program of Authorized Instructional Courses in Dade County Public Schools:
Curriculum Bulletin 1 (adult center: The Accreditatori'.
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INSTRUCTIONAL SUPPORT PROGRAM

Support activities which directly assist the instfuctional processes and objectives
of the school system by providing certain necessary administrative, technical, and

logistical services. These services are identified within the following subprograms:
Educational Media, Instructional Administration, Instructional Development, and

Pupil | :rsonnel Services.
Educational Media Subprogram (20)

Media Administration:

-Directing, planning, and evaluating Educational Media at a system level.
-Providing staff leadership systemwide toward the more effective utilization of media.
-Anticipating, predicting, and planning for the media needs of schools.

Instructional Radio/TV:
-Creating and providing (writing, programming, and directing) instructionel radio
and television programs to meet school curriculum needse.

School Library/AV Services:

-Organizing, providing, and managing libraries of books at schools.
-Providing, caring for, and making available audiovisual equipment, materials, and

systems at schools.

System Media Services:

-Providing schools and staff personnel with filmed materials.
-Ordering, processing, and distributing books.*
-Providing a professional library for use of staff.

Instructional Administration Subprogram (21)

School Administration:
-Supervising and controlling all operations at & particular school/adult center/

special school.
-Assigning duties to staff members.
-Coordinating the planning of instructional programs at a school.

-Improving teaching through leadership and assistance to teaching staff at a center.
-Supervising and maintaining school records.

Community School Administration:
-Supervising and coordinating community school activities.

Program Administration:
-Supervising and controlling operations of a districtwide/systemwide program con-
ducted at many s‘chool/adult centers or at non-school locations.

*Does not include the costs of textbooks which should be appropriated within
Kindergarten, General Instruction, Occupational Instruction, Exceptional Child, etc.
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INSTRUCTIONAL SUPPORT PROGRAM (Continued)

Instructional Development Subprogram (22)

Program Planning:

-Identifying funding sources for contracted programs meeting school system needs.
.=Developing and maintaining procedures for initiating, planning, implementing, and

operating contracted programs.
-Planning specific learning activities with instructional aids and alternative

methods based on identified program needs.
-Supervising and guiding teachers in the use of instructional materials, syllabuses,

bulletins, or courses of study.
-Participating in coordinating and planning other support programs related to

instructional programs.

Program Development:
-Improving teaching through leadership, guidance, consultation, and assistance to

teaching staff.
-Translating research findings and innovative practices into useable materials,

processes, and techniques.
-Planning and assisting in the implementation of curricular alternatives and

exemplary programs/projects based on school system needs.
-Piloting improved curriculum and curricular practices.

Program Evaluation:

-Assessing the effectiveness of instructional programs/projects.
-Providing information and measures describing individual pupil progress

(countywide testing).

Staff Development:

-Providing training experiences designed to incorporate the results of research
and innovations into professional and para-professional practices.
-Providing training experiences which contribute to the professional and occupa-

tional growth of staff members.
Pupil Personnel Services Subprogram (23)

Pupil Personnel Administration:
-Directing, planning, organizing, and consulting upon Pupil Personnel Services.
~-Providing guidelines and procedures for pupil assignments to schools as well as

suspensions, expulsions, and exclusionse.
~-Producing attendance reports for county, state, and federal governments.

] ,
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INSTRUCTIONAL SUPPORT PROGRAM (Continued)

Pupil Personnel Services Subprogram (23) (Continued)

Guidance/Counseling Services:

-Helping pupils assess and understand their abilities, aptitudes, interests,
environmental factors, and educational needs.

-Aiding pupils in making optimum use of educational and career opportunities
through the formulation of realistic goals.

-Assisting pupils with personal and social adjustments.

-Working with other staff members in planning and conducting guidance programs.*

Psychological Services:

-Studying individual pupils who are experiencing acute problems of educational

development to furnish diagnostic information.
-Suggesting programs for these pupils based on the psychologlcal aspects of the

problems.
-Consulting with faculty concerning classroom management and curriculum designe.

Visiting Teacher Services:

-Promoting and improving the school attendance of pupils.
-Assisting in the prevention or solution of problems of pupils (family, school,
and community relationships) influencing the quality of educational development.

*Includes the salary of the Assistant Principal for Guidance, Guidance clerks,
and materials in each school.
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AUXILIARY SERVICES PROGRAM

Support activities providing food services for students and providing for their ;
conveyance to and from school activities as provided by state law. This program 3
includes the services defined in the subprograms: School Food and Transportation. :

School Food Subprogram (30) i

s e RIS TR N e L Y T T NI T A T T T s

School Food Administration:

-Directing and managing School Food Services.

School Food Accounting:

-Maintaining records of the financial operations and transactions (internal funds)
of School Food Servicese.

Y T A 2N e e

School Food Services: . .

-Preparing and serving nutritionally adequate meals contributing to the health
and physical development of studentse.

; Transpoftation Subprogram (31)

Transportation Administration:

3 A Aeom e e T

-Directing and managing Transportation Services.

v Transportation Services:

; -Operating, controlling, and providing vehicles used for pupil transportation.
-Maintaining pupil transportation vehicles in operating condition, including

: repair of vehicles, replacement of vehicle parts, cleaning, painting, greasing,
i fueling, preventive maintenance, and inspection of vehicles for safety.
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FACILITIES SUPPORT PROGRAM

Support activities providing those services and expenditures necessary for the
acquisition, remodeling, operation, care, repair, and protection of those
facilities and equipment* necessary for the functioning of the school system.

Plant Operations Subprogram (40)

Operations Administration: .o

-Providing efficient administration of Operations Services. ;
-Insuring efficient utilization of utilities. :
-Implementing Board policy as it pertains to the use of school facilities for

non-school activitiese.

Operations Services:

-Cleaning the buildings of sctnol plants or supporting services facilities.
-Operating such equipment as heating and ventilating systems.

-Maintaining the grounds of school plants and supporting facilities.
-Providing utilities expenditures.

Plant Maintenance Subprogram (41)

Maintenance Administration:

-Directing, supervising, and improving Maintenance Services.

Maintenance Services:

-Providing labor and materials required to keep all buildings, equipment, and
grounds in good condition and proper working order.

-Minimizing deterioration of buildings caused by natural elements and normal usage
and maintaining satisfactory interior and exterior appearance.

-Providing services required to relocate portable buildingse.

Plant Construction Subprogram (42)

Plant Planning:

-Directing and coordinating procedures necessary for the constructing, remodeling,
and occupying of facilities necessary for the school system.

-Coordinating the outlining of environmental requirements and space relations for
the specified programs planned at an educational facility.

Capital Improvements:

-Acquiring sites.

-Providing architectural and engineering activities related to site acquisition/
improvement and building acquisition/improvement.

-Constructing or improving buildings, including the initial acquisition of required
equipment.

| *Does not include the costs of new or replacement equipment for currently operating
school/support facilities.
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FACILITIES SUPPORT PROGRAM (Continued)
Plant Security Subprogram (43)

-Preventing losses to the school system due to vandalism, theft, and arson.

~-Investigating violations pertaining to personnel and facilities.
-Preventing and controlling disturbances, demonstrations, or riots in the schools.

Plant Management (44)

-Directing, coordinating, and evaluating all Plant progranms.
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ADMINISTRATIVE SUPPORT PROGRAM

Support activities which provide certain administrative, technical, and logistical
services necessary for the school system as an organization. These services are
identified within the following subprograms: Business Services, Financial Services,
Information Services, Personnel Servizes, and Management.

Business Services Subprogram (50)

Management :

-Directing, coordinating, and evaluating Business Services and Auxiliary Services.
Insurance/Safety Administration:

-Developing and recommending systemwide insurance coverage and loss control programs.*

Purchasing:

~-Providing services inherent to the purchasing of necessary items at minimam prices
meeting specifications on quality, construction and utility.

Stores/Distribution:
-Receiving, processing, and distributing equipment and supplies to schools and other

agencies of the system.
-Maintaining necessary custodial, school equipment, and supply inventories.**

Financial Services Subprogram (51)

Management :

-Managing and conducting Financial Services.
~-Planning and maintaining a cash investment program.

Planning/Budgeting:
-Developing and maintaining a multi-year financial plan, an annual budget plan,

and reporting system.
-Leveloping and maintaining procedures and systems for integrating program planning

and evaluative processes with budget preparation/administration.

Accounting:
-Designing and implementing accounting practices and procedures to insure effective
internal control of assets and to retain and preserve basic books of entry.
-Preparing reports of the financial operations and transactions of the school system.

Auditing:
-Protecting the Board's assets (tax and internal funds).
-Evaluating and improving the adequacy of the internal control s]vstems.

*Does not include the costs of insurance which are appropriated within

Non-Programmed Costs.
**Does nnt include the costs of the inventories which are appropriated within

Non-Programmed Costs.
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ADMINISTRATIVE SUPFORT PROGRAM (Continued)

Financial Services Subprogram (51) (Continued)

Internal Control:

~Maintaining perpetual inventory of fixed assets.
-Instructing school administrators and clerical personnel relative to safeguarding

internal funds.

Payroll:

-Providing each employee with a payroll warrant for services rendered.
-Maintaining records of leave and payroll deductions.

Information Services Subprogram (52)

Administrative Research:

-Obtaining data from within the school system and from other school systems which

are useful in administrative planning and practice.
-Disseminating such data through the preparation, publication, and distribution of

reports and memoranda.

Central Data Processing:

-Providing computer processing for schools and administrative departments on a

continuing and onetime basis.
~-Providing feasibility studies, technicel advice, systems analysis, and programming

for schools and administrative departments.

Duplicating/School Mail:

-Providing a large volume duplicating service and small volume copy service for
Dade County School administrative offices.

-Providing storage and distribution of software office supplies to non-school
centers.

-Providing a systemwide mail service and a U.S. Mail service for LHEC.
-Prciucing and distributing the directory for Dade County Public Schools.

Public Information:
-Providing the news media through releases or other contact information of significance,

value, or interest concerning Dade's schoolaa
-Providing information on programs, procedures, and personnel of the school system

to employees through internal communications.
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ADMINISTRATIVE SUPPORT PROGRAM (Continued)

Personnel Services Subprogram (53%)

Manasement :

-LCirecting, coordinating, and evaluating Personnel Services.

Instructional Staffing:

-Recruiting and evaluating new instructional staff.

-Providing and maintaining a roster of substitutes.

-Counseling and aiding instructional staff regarding evaluation, continuing
employment, reassignment, dismissal, and certification.

Non-Instructional Staffing:

-Recruiting, testing, and evaluating applicants for non-instructional and non-
administrative positions.

Aéministrative Staffing/Staffing Control:

-Developing personnel staffing policies.
-Controlling the allocation of instructional positions for schools.
-Providing the services necessary for the identification and selection of

qualified administrators.
Records/Operations :

-Maintaining employee records and a personnel records information center.
-Providing certain essential personnel services, e.g., letter of credit references.

Management Subprogram (54)

System Management: .

-Coordinating and directing the planning and performance of all programs.
-Proposing planc, policies, and resource allocations to the Board of Public
Instruction and communicating its decisions and directives to the staff.

-Serving as official spokesman for the school system.

District Management:

-Providing administrative control and direction for program planning and operations
in all schools or centers within a particular district.
-Insuring the implementation of school system plans and policies and assisting
the Zuperintendent in their formulation.
-Coordinating and maintaining community relations within a particular district.

Instructional Management:

-Organizing, directing, and coordinating the Instructional Support program at a

system level.
-Proposing policies, plans, and guidelines for systemwide educational planning

and instructional development.
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ADMINISTRATIVE SUPPORT PROGRAM (Continued)

Management Subprogram (S4) (Continued)

E
.f

Board Support:
-Providing necessary expenditures to support the functioning of the Board of Public
Instruction.

Legal Services:

-Providing all legal services needed in the operation of the school system, including

representing the Board in all litigation.
-Providing legal counsel to the Board, the Superintendent, and all administrators

upon request.

k7
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Planning and Budgeting Calendar

The planning and budgeting calendar established the dates for

the significant events in the budget preparation cycle, integrated
the planning and budgeting processes, and identified organiza-
tional responsibilities for the activities and processes during
the cycle. The calendar is presented on pages 50-56.
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PLANNING/BUDGETING CALENDAR FOR PREPARATION OF 1971-72 BUDGET

FEBRUARY

Planning and Budgeting Manual published by Finance Division
and distributed to District Offices, Division Offices s

and Schoolse.

Handbook of Instructional and Clerical Allocations to Schools
and District Offices distributed by Personnel Division.

Department of Administrative Research submits average salary
data to Finance Division.

Personnel Division forwards to district offices proposed
allocation of units for Cuban Refugee, Driver Training,
and Exceptional Child Programs.

Personnel Division forwards to district offices proposed
allocation of units for Vocational/Technical Program.

Finance Division conducts allocation/planning/budgeting
orientations® for district office personnel.

Finance Division conducts allocation/planning/budgeting
orientations*®** for division office personnel.

*Includes: (1) planning and budgeting procedures and guidelines for
district office and school programs funded through
parts I and III of the operating budget

(2) distribution of allocation forms
(3) distribution of planning/budgeting forms

**Includes: (1) planning and budgeting procedures and guidelines for
c¢ivisional programs funded through parts I and III of
the operating budget

(2) distribution of allocation forms
£3) distribution of planning/budgeting forms

) 50
ERIC .53
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MARCH

Physical Plant Division provides utilities estimates and
custodial personnel allocations for each school to

Finance Division.

Physical Plant and Finance Divisions finalize planning and
budgeting procedures for capital projects funded through
Part III of the budget.

Division of Imstruction and Finance Division finalize planning
and budgeting procedures for contracted projects fundea
through Part IV of the budget.

Finance Division begins preparation of budgetary documentation
for Debt Service (Part II) and supporting bond repayment

schedules.

Each district office submits to Finance Division for each
school the projected peak pupil membership in Regular
and Special programs and school personnel allocations
for Regular, Special and Instructional Support Programs
based on Handbook of Instructional and Clerical Allocations

to Schools and District Offices.

15 Computerized Annual Budget System readied for operation by
Finance Division and Department of Data Processing.
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Bach division office forwards first draft of Program Plans:
Division Programs 1971-72 (planning forms) and budget
request form to Finance Division for analysis and
processing, including requests for increased basic
appropriations and requests for supplemental appropri-

ations.

Each district office forwards first draft of Program Plans:
District Programs 1971-72 (planning forms) and budget -

request form to Finance Division for analysis and
processing, including requests for increased basic
appropriations and requests for supplemental appropri-
ations for all district responsibility centers.

Physical Plant Division forwards first draft of Program Plans:
Capital Projects 1971-72 (planning form) and budget J
request form to Finance Division for analysis and processing.

Division of Instruction forwards first draft of Program Plans:
Contracted Projects 1971-72 (planning form) to Finance
Division for analysis and processinge.

Finance Division forwards first draft of Program Plans: District
Programs 1971-72 to Division of Instruction for preliminary

development of Program Memoranda: Regular, Special and
Instructional Support Programs 1971-72.

Finance Division forwards budget request forms to Central Data
Processing.

Central Data Processing forwards preliminary budget printouts
to Finance Division for verification.

20 Finance Division distributes preliminary budget printouts to
district and division offices.

26-30 Finance Division conducts review of preliminary program plans/
budget with each district office and each division office.

30 Revisions of budget request forms completed by district offices,
divisior offices and Finance Division.

r 52
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Finance Division forwards revised budget request forms
(district/division offices) to Central Data Processing.

District offices forward revised school allocation forms
(based on Spring registration) to Finance Division for
analysis.

Finance Division forwards revised school budget request forms
to Central Data Processing.

Each division office submits to Finance Division revised
Program Plans: Division Programs 1971-72.

Each district office submits to Finance Division revised
Program Plans: District Programs 1971-72.

Physical Flant Division submits to Finance Division revised
Program Plans: Capital Projects 1971-7¢2.

Division of Instruction submits to Finance Division revised
Program Plans: Contracted Projects 1971-72.

Finance Division forwards revised Program Plans: District
Programs 1971-72 to Division of Instruction.

17 Preliminary Accounting Closing for 1970-71.

17 Central Data Processing forwards revised preliminary budget
printouts to Finance Division for verification.

18 Finance Division distributes revised preliminary budget
printouts to district and division offices.

20 Superintendent reviews with Finance Division the preliminary
balanced budget, Program Plans: District and Division

Programs 1971-72, Program Plans: Capital Projects 1971-72,
Program Plans: Contracied Projects 1971-72 and requests

for increased basic funding and supplemental appropriations.

556
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MAY (Continued)

Superintendent reviews with Finance Division first draft of
Program Memoranda: General Support Programs 1971-72.

Superintendent reviews with Division of Instruction tirst draft
of Program Memoranda: Regular, Special, and Instructional

Support Programs 1971-72.

Finance Division notifies districts/divisions of disposition of
requests for supplemental appropriations and requests for
increased basic funding for fiscal year 1971-72.

Finance Division revises revenue estimates, if necessary;
coordinates completion of Program Plans: District and

Division Programs 1971-72, Program Plans: Capital Projects
1971-72 and Program Plans: Contracted Projects 1971-72,

End of legislative session for 1971. Finance Division makes
final revision in plans/budgets, if necessary.
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JUNE

1 Finance Division forwards balanced budget proposal (Parts I,
II, III, IV), Program Plans: District and Division Programs
221-2 Program Plans: Capital Projects 1971-72, and

‘ Program Plans: Contracted Projects 1971-72 to Superintendent.

1 Finance Division forwards Program Memoranda: General Support
Programs 1971-72 to Superintendent.

’ 1 Division of Instruction forwards Program Memoranda: Regular,
Special and Instructional Support Programs 1971-72 to
; Superintendent.

2 School Board approves proposed Fiscal Year 1971-72 Budget for

public hearing.

M SR e

9 1971-72 budget is advertised in the Miami Herald.
11 Program Memoranda: Regular, Special and Instructional Support
Programs 1971-72 is published and made available for
distribution.
|
11 Program Memoranda: General Support Programs 1971-72 is

published and made evailable for distribution.

1k Superintendent forwards program memoranda and Budget Overview:

Dade County Public Schools 1971-72 to School Boair'd members.

16 Public Hearing o1 1971-72 budget is held.

| g 2k Florida State Department of Education sends confirmation of
revenue estimates to Finance Division.

55
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JULY

1l Tax Assessor certifies estimated 1971 Tax Roll.

7 Superintendent forwards final budget to School Board for
adoption.

15 Final Accounting Closing for fund balances and revised
revenue estimates.

29 Finance Division mails official state budget forms to Florida §
State Department of Education. f




Guidelines for Program Plans; Planning Documents

Instructions for preparing budget requests and program plans
were developed and published in the manual in the form of guide-
lines to be followed by adninistrative personnel during the
budget/planning cycle. There are major sections of guidelines:

- Planning Procedures and Documentation - Purpose (page 58)

Instructions for Preparing Annual Budget Request (pages 59-62)

Guidelines for Developing District/Division Program Plans
(pages 63-87)

Guidelines for Developing Plans for Capital Projects
(pages 88-98)

Guidelines for Developing Plans for Contracted Projects
(pages 99-111).

In addition, the identification of planning documents to be ]
produced during the cycle is included (pages 112-113).
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PLANNING PROCEDURES AND DOCUMENTATION - PURPOSE

The planning procedures and documentation established in this section
in accordance with the PLANNING AND BUDGETING CALENDAR included in
Section One are intended to accomplish the following major objectives:

(1) to integrate at the operational level program planning
and budgeting processes

(2) to produce adequate documentation in support of the
proposed budget.

Toward these ends the major thrust in the planning cycle will be the
act of program planning at responsibility centers (support centers
only for 1971-72). As a result, operational program plans will be
produced at those centers. Additionally, two summary planning docu-
ments will be available for decision makers during the planning cycle
and subsequently published for general distribution; the cycle will
culminate with the production of the official budget document of the
school system. Brief descriptions of these operational and summary
documents appear on page 2-2; their interrelaticnships are presented

in the chart on page 2-3.
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INSTRUCTIONS FOR PREPARING ANNUAL BUDGET REQUEST

The Annual Budget Request form (see specimen copy following instructions) is the
input documant to the computer program that produces a series of annual budget
reports (BGT). To simplify the collection of annual budget data, a single form
was designed which will be used to request the following: (a) Basic Appropria-
tion - operating funds for maintaining the regular ongoing programs at current
level; (b) Supplemental Appropriation - those programs, both instructional and
support, that operate on a year-to-year basis pending annual review; (c) New
Appropriation - request for additional funding for expansion of existing regular
program over current level or new program. The routing for each type of appro-
priation request from originator through reviewing body, if any, and final inser-
tion into the annual budget proposal will be given in a separate memorandum.

To facilitate preparation of the Annual Budget Request, the following exp.lana-
tions and comments are given for each data block on the subject form. The
following items are self-explanatory: MONTH/DATE/YEAR, FISCAL YEAR, PAGE NUMBER,
PREPARED BY. In the lower right-hand position, check one box as appropriate for
BASIC, SUPPLEMENTAL, OR NEW APPROPRIATION as defined above. The PRIORITY NUMBER
is used for both supplemental and new appropriation and should indicate the

order of need as determined by the originating district or division office. All
supplemental and new appropriation requests will need a review and final authori-
zation signatures, otherwise, basic appropriation requests should have the authori-
zation signature of the respective district or division superintendent's signature.

QONTROLS

Respongibility Center. « « « o« « o o o o Enter four-digit code formerly called
"Work Location". This number appears
on your Payroll Attendance Roster, and
a complete listing of all responsibility
center codes is given in Section Four of
this Manual. New codes are assigned by
the Budget Office upon request.

Program Number . « « « « ¢ ¢ o o o o o o These four-digit numbers are new for
1971-72. A list of all numbers to be
used and descriptions of the programs
can be found in Section Four of this

Manual.
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CONTROLS (Continued)

Account Number. .« « « ¢ ¢ ¢ ¢ ¢ o ¢ o o Enter the six-digit account number in
this space. For account numbers and
account definitions, see Section Four
of this Ma:ual.

REFERENCE

Item Identification . « ¢« ¢ ¢« ¢ ¢ ¢ ¢ o Use this space to describe non-salary
budget items, such as equipment, office
supplies, out-of-county travel, car
allowance, etc. '

Personnel Identification - Full-time Instructional Personnel: !
Last Name « « « o o o o o o ¢ s o o Enter first eight letters of last nare. ]
Pay Schedule, « « ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ & Use two-digit code: 00 for A, Ol thrcugh |

11 for Al through All. g
Rank/Column . « « « + « + « «+ » + « Enter one digit for rank as follows: f
O for Rank 1
1 for Rank lA
2 for Rank 2
3 for Rank 3
Then enter one-digit column for teachers
only:
1 for Column 1
2 for Column 2
3 for Column 3
0 for other personnel
SEEPe « + 1+ o o 4 s s s e e e e Enter 01 through 16 for teachers, other-
wise 01 through 05 for other personnel
with increments.

Personnel Identification - Full-time Administrative and Support:
Last Name . « » o ¢ o o o o o ¢ o o Enter first eight letters of last name.
Pay Schedule. « « « « « « « + +« +» » Enter UO through U7. Use HO for build-
ing trades employees
Grade « + + « + ¢ o « ¢+ o ¢« s+ « Enter two-digit grade from Salary Hand-

book.
SteP: + « s o o o s s et e e e Enter two-digit step that becomes effec-

tive July 1, 1971. Example: 01,02,03,
04,05,06, L1, L2.

60 | \
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PROJECTED AMOUNTS
Budget Next Year. « « « ¢ ¢ o ¢ o o o Estimate whole dollars only. Show 00 1

in CENTS column. As employees will be
listed individually, show 00l in the
EMPLOYEES column. The CR column, when
marked with a minus sign, will indicate
a negative budget amount, either dollars
or number of employees.

Expenditures this year. . . . « « + « Estimate the total year's expenditures
for each line item. In the EMPLOYEES

column, show actual number on board -
411 usually be 001.

NOTES: 1. If an expense item is incurred in the current year and will not
be repeated next year, the BUDGET NEXT [EAR column will be blank
and the EXPENDITURES THIS YEAR column will be filled out. When
requesting a new budget item, leave the EXPENDITURES THIS YEAR

column blank.

2. For part-time and overtime personnel, names do not have to be
entered, rather, use a brief description, such as, Overtime,
Part-time, etc. in the REFERENCE area.
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GUIDELINES FOR DISTRICT AND DIVISION PROGRAM PLANS

The primary purpose for developing guidelines for program
planning at responsibility centers within districts and
divisions is to provide the methods and procedures to en-
able center administrators to plan and budget their programs
for the next fiscal year as an integrated process. The
secondary purpose for developing standardized planning
guidelines is to facilitate the development of program plans
which when examined with program budgets portray resource
requirements in terms of desired outcomes. In addition,

the development of program plans using standard formats
enables plens originating from many centers at different
districts/divisions to be easily integrated into -compre-
hensive suprporting documents for the budget proposal.

CIRCULATION AND USAGE: These guidelines are intended to facilitate
the development of PROGRAM PLANS: DISTRICT AND DIVISION
PROGRAMS 1971-72. This document will be a direct compi-
i lation of program plans and budgets from each support
v responsibility center grouped by each district and divi-
- sion.” It is anticipated that the Finance Division will
not edit or alter center program plans but will include
them as received. This compilation of program plans and

. budgets will serve primarily as an internal working docu-
% ment during budget preparation and is not intended for
ﬁf public distribution. Program plans and budgets, however,
5., will be used as source documents in the development of
ﬁ ) . summary planning documents and the budget document which
¢ are intended for public distribution (See OVERVIEW OF

L . PLANNING DOCUMENTS AND BGT REPORTS).

*This compilation will include program budgets (without program
plans) for schools, instructional centers, and miscellaneous
centers grouped in appendices by district and division.
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GUIDELINES FOR DISTRICT AND DIVISION PROGRAM PLANS (Continued)

APPLICABILITY: PROGRAM PLANS (FORM 30A) and IDENTIFICATION OF

OBJECTIVES AND REQUIREMENTS (FORM 30B) should be developed
for each program at each support responsibility center for
which basic appropriations are requested.* The Responsi-
bility Center Section of the PLANNING AND BUDGETING MANUAL
(Page 4-22) should be used to determine the spplicability
of these guidelines for each responsibility center. A
supplement to this manual which identifics programs for
each support center is available. Sgpecific guidelines and
specimen copies of FORM 30A (Page 2-7 ) and FORM 30B

(Page 2-11) are included within this section.

REQUEST FOR NEW/SUPPLEMENTAL APPROPRIATIONS (IORM 30N/S)
should be developed for each requested new/supplemental
appropriation at each responsibility center. District
Offices are requested to insure that such requests from
all schools within their district are completed and
forwarded to the Finance Division in accordance with the
PLANNING AND BUDGETING CALENDAR. However, district
offices may choose to develop a single FORM 30N/S for a
request at several schools for the same type of supple-
mental appropriation, e.g., Special Assistants for Pupil
Conduct Control (See specific guidelines for FORM 30N/S
for details). A supplement to this manual which identifies
all supplemental appropriations at all responsibility
centers grouped by district and division is available.
Specific guidelines and a specimen copy of FORM 30N/S are
included on Page 2-19.

*FORM 30A and 30B should NOT be developed for PLANT OPERATIONS
(exception: 9221) and SCHOOL FOOD (exception: 9025, 9161).
However, a budget request for PLANT OPERATIONS and SCHOOL FOOD
at centers in which it has been budgeted in the past should be
entered on the budget request form.
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GUIDELINES FOR DISTRICT AND DIVISION PROGRAM PLANS (Continued)

DISTRICT/DIVISION SUMMARY (FORM 20) should be developed
by each district and division to accompany center program
plans and budgets. Specific suggestions for this are
included on Page 2-26.

GROUPING: For consistency, the following grouping should
i be used for the planning forms.*

A. District/Division Summary (FORM 20).
B. FORM 30A, FORM 30B, FORM 30N/S by

support center in numerical order
(center code number).

e

C. TORM 30MN/S for each requested
new/supplemental appropriation at
other centers, in numerical order.

T T RN YIRS A T

*Budget request forms should be submitted along with program plans in
accordance with the PLANNING AND BUDGETING CALENDAR and the instructions
for the preparation of Budget Request forms found in Section One.
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GUIDELINES FOR PROGRAM PLANS ‘
(FORM 30A) © 4

I. D. SECTION:

Responsibility Center Name: enter the name of the responsibility
center as it is listed in the table of responsibility centers
in the PLANNING AND BUDGETING MANUAL (Page 4-22).

Number: enter the corresponding R.C. Number (four digits)
from the PLANNING AND BUDGETING MANUAL (Page L4-22).

Program Name: enter name of program from the table of basic and
summer appropriations in the PLANNING AND BUDGETING MANUAL
(Page L4-35).

Number: enter the corresponding program number (four digits)
from the PLANNING AND BUDGETING MANUAL (Page 4-35).

Prepared by: enter the first initial and last name of the
administrator responsible for the preparation of the plan.

| Reviewed by: enter the first initial and last name of the
district/division superintendent.

Date: enter the date on which the review was completed.
SUMMARY REVIEW OF CURRENT YEAR OPERATIONS: Summary information

. describing program operations during the current fiscal year.
i This information should be narrative in form.

Quantitative Expressions of Services Should Be Included:
Data describing the scope/quantity and effectiveness
of services provided during the fiscal year should be
provided if already available or if reasonably obtain- |
able. i
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GUIDELINES (FORM 30A) (Continued) 14

Significant Achievements/Problems Should Be Highlighted: A
brief narrative summarizing significant achievements or
protlems during the current fiscal year should be readily
identifiable. Examples might be the substantial revision .
of policies or procedures or the development of significant 3
curriculum materials., '

Program Changes Due to Administrative Action Should Be
Emphasized: If administrative assignments or clarifi- §
cations resulted in changes in the nature or quantity of
services, these should be carefully and adequately
ideatified.

DESCRIPTION OF PLANNED PROGRAM IMPROVEMENTS/CHANGES: A narration of
improvements and changes which are planned for the 1971-72
fiscal year. These improvements should be limited to those
which can be accomplished by the use of basic appropriations
only. If no significant changes or improvements have been
planned, this section should not be completed.
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GUIDELINES FOR IDENTIFICATION OF OBJECTIVES AND REQUIREMENTS
(FORM 30B)

I. Do SECTION:

Responsibility Center Name: enter name of responsibility center
which is contained on accompanying FORM 30A.

Number: enter corresponding number.

Program Name: enter name of program wnhich is contained on
accompanying FORM 30A.

Number: enter corresponding number.

OBJECTIVES: Identification of program objective(s). Objectives
previously developed by districts/divisions should be use-
ful for this purpose. However, since a careful review and
.nalysis of objectives iz an integral component of any
program planning process, these objectives should be
carefully reviewed to determine if:

a. administrative reassignments or clarifications
have occurred in the interim which require
changing the objective(s) as previously stated.

and/or

b. the objective(s) as stated readily communicate
the major categories of services for which
resources are requested and planned at the
particular responsibility center.

andz or

c. the objective(s) as stated are useful for
planning the work activities at the particular
responsibility center.
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GUIDELINES (FORM 30B) (Continued)

Objectives Should Reflect the "What" and Not the "How':

Statements of objectives should represent the purposes
or categories of service which are accomplished by
activities at the center. Objectives should be care-
fully edited to determine if they are in all cases
statements of outcomes from activities.

The '"Other" Objective May Be Used: Responsibility center
administrators may find it useful to group a series of
minor routine services in an "other'" objective after
they have identified sereral major objective for their
center. Such an objective might be worded:

"To provide those other services (service name,
service name, service name) which are required."

Short-Term Objectives Can Be Developed: Administrators

may wish to single-out a project-like objective which
is valid only for the next fiscal year. Such an
objective might involve the installation of a new
computerized reporting system, or the substantial
revision of certain procedures or policies. Such an
objective should be labeled: FY 71.72 ONLY.

Terms such as Effective, Efficient, Improved Should Be

Minimized: Objectivss should contain minimal
reference to providing efficient or effective service
since it is assumed that all service will be provided
in the most efficient and effective manner possible.
Such concepts should, however, be incorporated in the
INDICATORS section by the use of qualitative measure-
ments.

A Limited Number of Objectives Should Be Identified: The
number of objectives identified at any one responsi-
bility center for any one program should be limited
to five or less. This may be accomplished by com-
bining more detailed statements of program objectives
into more general statements or the 'other'" objective.

71
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GUIDELINES (FORM 30B) (Continued)

ACTIVITIES: The typical work activities necessary to accomplish each
stated objective. This statement of activities should be
brief and specific. Administrators may find it useful to
specifically name the types of personnel, and/or types of
materiel and equipment which are used in each work activity.

Improvements Should Not Be Emphasized: The description of
work activities should NOT particularly emphasize
improvements which have been planned for center activ-
ities. The improvements section of FORM 30A has been
established for that purpose. The description of
activities within this section should describe those
activities, whether improved or routine, which are
necessary to accomplish each objective.

i INDICATORS: Measurements which adequately report the degree of
attainment of each objective. Previously developed state-
| ments of program indicators should be useful for this !
purpose, although they should be carefully reviewed and l
|

updated, if necessary.

Indicators Should Be Measurable: Each indicator should
be measurable. It is anticipated that respcnsibility
centers will be requested to file PROGRAM REPORTS on
a quarterly basis during the next fiscal year includ-
ing actual data for each indicator. Consequently,
_ each responsibility center administrator should assure
i that data for each indicator will be available during i
the next fiscal year either from existing adminis~
trative reports or from feasible tally or recording
procedures.

Both Quantitative/Qualitative Indicators Should Be Identified:
It is desirable that the set of indicators identified for
each objective contains items reflecting both the sheer

l volume of services provided as well as the effectiveness i

or quality of those services. Examples of typical quan- i
| titative and qualitative indicators by program have been

identified for illustration purposes on Page 2-1k.
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_____________________________________________ O S
ILLUSTRATIVE INDICATORS
QUANTITATIVE INDICATORS QUALITATIVE INDICATORS 1
Number of curriculum materials and | Number of schools using each type
guidelines (named) produced. of material produced.
Number of unsolicited requests
é for materials/guidelines.
r & Number of home visits undertaken. Number of children exhibiting
8 o | Number of faculty and parent satisfactory attendance patterns
5' o4& conferences held. - (less than three unexcused
" é - absences per semester) after |
: o8 referral services.
; g B )
A & | Number of media materials (by Number of rejections of school '
; type) sent to schools upon requests.
request. Measured satisfaction of school/
staff personnel with central
media distribution.
5’8 Number of pupils transported to Accident rate per 100,000 miles
! E and from assigned schools. for total transit operations.
CEY: |
: 3ad
i Number of work orders completed Average labor and material cost
t (by area). per work order (by area).
v g Number of repeat work orders
t' g g) (by area).
’E 2 & | Number of requests for use of Total uncollectable accountis for
3 o school facilities for nonschool use of school facilities in
;‘(% ‘6; activities processed. dollars.
- o .
3 & | Number of incidents investigated. Number of subjects identified
P and prosecuted.
’ Number of payroll warrants Number of no-pays for each pay
[ ® g issued each monthe. period. '
3 >
3 ‘R £ | Number of news releases or Number of releases or material
3 g 5 contacts initiated categorized from releases actually utilized
A *ép according to subject. in target media.
;‘1“ :g ‘g Number of requisitions.of Average time for processing a
g 3 g documents processed per sample of requisitions or
¢
N month. documentse.
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GUIDELINES (FORM 30B) (Continued)

Indicators Should Only Reflect Program Objectives at the :
Particular Responsibility Center: Indicators as stated
should be carefully analyzed to determine if they
describe program objectives at the particular responsi-
bility center. Centers with responsibility for the
planning and coordination of a program operating at
many schools and support centers should include only
indicators reflecting program objectives for resources
budgeted at the center.

A Limited Number of Indicators Should be Identified: In
most cases the number of indicators identified for each
. objective should be five or less. Only those indicators
should be chosen which best describe the degree of
ettainment of program objectives at the center.

PERSONNEL REQUIREMENTS: the personnel required to attain each of the
objectives. All personnel should be included (including
part-time and overtime) which are identified on the budget
request form for basic appropriationa. The identification |
of the planned usage of personnel by objective should better
communicate resource requirements at the center.

Code: Each BPI account code included within the budget
! request form (salary accounts only) should be
jdentified within this section with all employees
with the same account code grouped as a 8ingle
entry. Requests for part-time or overtime
employees should be grouped with the regular
account code.

No.: The total number of employees requested within
any one account should be grouped as & single
entry within this block.
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GUIDELINES (FORM 30B) (Continued)

~ Several Account Codes May Be Combined into a Single Entry:
Most responsibility centers will find that the form as
designed (five available account code entries) is
sufficient. However, centers with a large number of i
accounts budgeted should group these accounts into the ]
following categories and use the code number (state
account code) identified below:

CATEGORY CODE B.P.I. ACCOUNT CODE j
201k 2014,10, 201k,00 |
2110 2112.00, 2113.00, 2115.00
2211 2211.10, 2211.00
2214 2214,30, 2214.40, 2214.50,

221k,60, 2214.90

Percentages Should Be Used for the Estimation: Estimates of
personnel requirements by objective should be expressed
in percentages. A single account code entry (including
part-time and overtime) should be treated as a whole
with a single percentage entered in the appropriation
column adjacent to the applicable objective. Employees
within a single account code who are utilized to meet
different objectives may be estimated as a single unit
or averaged percentagewise using the formula:

A% + B% + C%
No. Emp.

In all cases, the total of entered percentages should
not exceed 100%. -
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GUIDELINES (FORM 30B) (Continued)

Methods for Determining Estimates Are Optional: Responsibility
center administrators may use any method which they feel
will result in reasonably accurate estimates of personnel
requirements by objective. Msny administrators will find
it practical to use their own past experience as the basis
for estimation. If the work force at a responsibility
center is large, however, it may be necessary to circulate
an informal survey among employees ideritifying the objec-
tives/services, requesting employees to estimate the
proportion of their time which is spent for each service,
and compiling the results.

SPACING OF OBJECTIVES/ACTIVITIES/INDICATORS/REQUIREMENTS: A set of an

objective, activities, indicators, requirements should generally
require an entire side of this form., However, if two such sets
can be entered on one side, type a double line between the two
identified objective sets.
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PLANNING AND  Fomriie ]

GUIDELINES FOR REQUEST FOR NEW/SUPPLEMENTAL APPROPRIATIONS
(FORM 30N/S) '

I. D. SECTION:

: Responsibility Center Name: enter the name of the responsibility
; center as it is listed in the table of responsibility centers
: in the PLANNING AND BUDGETING MANUAL (Page 4-22).

Number: enter the corresponding R.C. number (four digits)
from the PLANNING AND BUDGETING MANUAL (Page 4-22).

Supplemental Appropriations/Program Name :

Supplemental: Continuation: enter the name of the
supplemental appropriation which is found in

| the table of supplemental appropriations

I in the PLANNING AND BUDGETING MANUAL (Page 4-37).

Supplemental : New: identify a name for the supple-
mental appropriation (35 spaces or less) which
expresses the purpose of the request.

New: Increased Basic: enter the name of the program
in which the expansion is requested. See the
table of basic/summer appropriations of the
MANUAL (Page 4=35).

Number:
Supplemental : Continuation: enter the corresponding
program number (four digits) from the MANUAL
(Page L-37).

Supplemental: New: DO NOT FILL IN

New: Increased Basic: enter the corresponding pro-
gram number which is found in the MANUAL
(Page u4-35).
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GUIDELINES (FORM 30N/S) (Continued)

Date: enter the date on which the review was completed.

I TR

Prepared by: enter the first initial and last name of the
administrator responsibile for the preparation of the
requeste.

Reviewed by: enter the first initial and last name of the
district/divisional superintendent.

New Appropriation: to be checked if the request is for an
expansion of basic appropriations.

Supplemental Appropriation: New: to be checked if the request
is for a new supplemental appropriation.

Supplemental Appropriation: Continuation: to be checked if the
request is for continuation of a supplemental appropriation.

District/Divisional Priority: A single number should be entered
in this block by the district/divisional superintendent or
his representative identifying the priority of this partic-
ular request compared to all other district/divisional
requests for new appropriations and new or continued supple-
mental appropriations. Each request for a new/supplemental
appropriation should have an unique priority number with
numbers descending in priority ranking (1, 2, 3, eee)e
NOTE: The highest priority request within each district/
division should begiven the number one.
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GUIDELINES (FORM 30N/S) (Continued)

DOCUMENTATION OF NEED FOR NEW/SUPPLEMENTAL APPROPRIATIONS: The need

for this appropriation should be briefly described within
this section. In most cases, this description should
emphasize and narrate the reasons (system growth, exten-
uating circumstances, developmental activities) why the
basic appropriations for a program at a particular center
are not sufficient to provide a satisfactory level of
service.

The Use of Quantitative Descriptions of Need Are Desirable:
Descriptions of need should contain statistical infor-
mation, if possible. . This may be accomplished by citing
the growth in the size of the service area (for example,
an increase in the number of buildings which must be
serviced) or by using comparative statistics from other
school systems. In any case, the description of need
should be as specific as possible and clearly document
the need for the appropriation.

Identification of Current Year Problems May Be Desirable: If
the need for a new7supp1ementa1 appropriation has arisen
from significant problems which were encountered during
the current year, it would be desirable to highlight
these problems. If possible, the identification of these
problem areas should be augmented by the use of statis-

tical information.

Requosts for Developmental Activities Require Expanded
Documentziion: Requests for developmental activities
should include an identification of the need or -
desirability of such development, a brief description
of tne type of activities which will occur (school/
instructional centers only) and an identification of

the potential users of the development.

80
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GUIDELINES (FORM 30N/S) (Continued)

Requests for a Supplemental Appropriation at Schools Instruc-
tional Centers: A request for a supplemental appropriation
at a school or instructional center should essentially
contain the same type of information which is indicated
in the preceeding page. However, since the objective of

this section is to adequately communicate the need for the
3 appropriation, requests from schools/instructional centers
may need to expand their description to include other

types of information which are not identified within these

guidelines.

Requests for the Continuation of a Supplemental Appropriation:
Requests for the continuation of a supplemental appropri-
ation should describe the usage of the appropriation
during the current fiscal year as well as narrate the
reasons necessitating its continuation.

N LR

TDENTIFICATION OF OBJECTIVES AND REQUIREMENTS

NOTE: This section should only be developed for new/supplemental
appropriations requested for support centerse.

E I. D. SECTION:

Responsibility Center Name: repeat name of center identified on
front side.

Number: repeat same number.

Program/Appropriation Name: repeat name identified on the front

side.

Number: repeat same number (if blank, leave blank).




BUDGETING MANUAL

GUIDELINES (FORM 30N/S) (Continued)

OBJECTIVES: An identification of the objective(s) for the new/supple-

mental appropriation. In general, the objective(s) identified
will be the same as part or all of those described on FORM 30B
for basic appropriations at the center. However, the appro-
priations will usually be applicable only to selected objectives.

A New Objective Should Be Identified: If the requested
appropriation would result in an expansion of program
services to include a new objective, the objective should
be identified and labeled: (New).

ACTIVITIES: A brief and specific description of the activities which
would be supported by the appropriation. See guidelines for
ACTIVITIES for FORM 30B for details (Page 2-13).

INDICATORS: An identification of the indicators which would be effected
by the requested appropriation and the estimated effecte.
However, if minimal data currently exists which is directly
applicable to the indicators identified on FORM 30B, it is
very likely that estimates can not be developeds In any case,
the names of the indicators which would be affected should be

identified.

Percentages Should Be Used for the Estimated Effect: If past
“indicator data is available and if the center administrator
feels he can realistically estimate the effect of the
requested appropriation, the estimate should be expressed
as: Blank Indicators - + XX%

Indicators Should Be Developed for a New Objective: If the
objective(s) identified have been labeled: (New),
indicators should also be formulated. See guidelines
for INDICATORS for FORM 30B for details (Page 2-13).

PSRSONNEL REQUIREMENTS: An identification of personnel requested by
objective. See guidelines for PERSONNEL REQUIREMENTS for

FORM 20B for details (Page 2-15).

]
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GUIDELINES FOR DISTRICT/DIVISION SUMMARY STATEMENT
(FORM 20)

This statement should be in narrative form and should summarize the
major developments of programs operating in all responsibility center
types in the district/division. District statements should provide
program summary information with respect to the Elementary Schools,
Middle/Junior High Schools, Senior High Schools, Adult Schools,
Special Schools, Non-School Instructional Centers in the district as
well as the District Office. Division summary statements should
provide summary information concerning those programs operating in
Non-School Instructional Centers and Support Centers within the
jurisdiction of the division. Program trends, including major pro-
gram revisions, short range and long range projections, significant
shifts in program directions or goals, should be delineated. Effects
on programs due to changing administrative or curricular organiza-
tional patterns should be emphasized. Newly emerging needs and
probable implications for future programs should be indicated. In
each case these statements should be supported by some type of
evidence; one to three pages should be sufficient for this statement.

88
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GUIDELINES FOR CAPITAL PROJECT PLANS

USAGE AND CIRCULATION: These guidelines are intended to facilitate the

development of PROGRAM PLANS: CAPITAL PROJECTS 1971-72. This
document will be prepared by the Physical Plant Division and
will not be edited or altered by the Finance Division. The
document is intended for intarnal information purposes and is
not intended for public distribution but will, however, serve
as a source of information in the development of summary plans
and budget document which are intended for public distribution
(See OVERVIEW OF PLANNING DOCUMENTS AND BGT REPOiti3, Page 2-3).

APPLICABILITY: CAPITAL PROGRAM SUMMARY STATEMENT (FORM 10F), PROPOSED

CAPITAL IMPROVEMENT PROJECTS* (FORM 10G), and ADDITIONAL
CAPITAL IMPROVEMENT PROJECTS** (FORM 10OH) are summary forms and
apply only to capital construction included in Part III of the
budget. A BUDGET REQUEST FORM should be developed for each
capital improvement project which is included in the budget.

RESPONSIBILITY AND ROUTING: The Physical Plant division is responsible

for completion of capital project plans. Completed plans and
budget request forms should be forwarded to the Division of
Finance.

*Applies to all capital improvement projects which are being included
in the budget based on tentative estimates of funds that will be
available for capital outlay.

**Applies to other capital improvement projects which would be seriously
considered for inclusion in the budget if funds were available.

88
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GUIDELINES FOR CAPITAL PROGRAM SUMMARY STATEMENT
(FORM 10F)

Prepared by: enter the first initial and last name of the administrator
in the Physical Plant Division who is responsible for preparation
of the summary.

Reviewed by: enter the first initial and last name of the Assistant
Superintendent for the Physical Plant Division.

Date: enter the date on which the review was completed.

SUMMARY STATEMENT: Should be narrative in form and should focus primarily
on the construction needs of the Dade County Schools. Both short-
term and long-term needs should be reviewed. One to three pages
should be sufficient to complete this summary statement.

The Use of Quantitative Descriptions of Need Are Desirable:
Descriptions of needs should include statistical information
and projections, if possible. For example, the projected number
of student stations, available and required over a multi-year
period might be identified. If so, assumptions (esgs, ten hour
days, double sessions, etc.) should be clarified.

Identification of Current Year Problems May Be Desirable:
Significant problems experienced might be summarized along
with plans to alleviate them.

The Identification of Trends in School Construction Are Desirable:
Significant trends which are under ¢onsideration should be
summarized., New concepts in school construction which are
planned for use in Dade County Schools should be identified.
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GUIDELINES FOR PROPOSED CAPITAL IMPROVEMENT PROJECTS
(FORM 10G)

Prepared by: enter the first initial and last name of the administrator
in the Physical Plant Division who is responsihle for preparation
of the form.

Reviewed by: enter the first initial and last name of the Assistant
Superintendent for the Physical Plant Divisione.

Date: enter the date on which the review was completed.

PROJECT DESCRIPTION/JUSTIFICATION: Should include the name of the project and
a brief description (e«ge, 28 CR + 3 Kdg. elementary school) followed
by a brief, but adequate, justificatione. The justification should
document, using quantitative data whenever possible, the need for the
project. For example, the justification of an elementary school
might include the identification of schools to be given relief and
the number of students that each is in excess of its intended capacity.
Individual identification and justification of projects will only be
required as specified below:

Capital Projects in Process: Includes capital improvement projects
which were budgeted in prior years and for which the School
Board has obligated funds. Individual projects will not be

identified or justified in this category, but the agregate of
their fund balances being carried forward will be reported.

Capital Projects in Planning: Includes capital improvement projects
which were budgeted in prior years, but for which the School
Board has not obligated funds. Major projects in this category
ghould be individually jdentified and justified. If a number of
small projects are in this category, they might be combined into
an "other projects" listing with the individual identification
and justification deleted.

Renovation/Replacement Projects: Includes budgeted funds to be used
at the discretion of the district superintendents or the Building
Committee. The amount of funds budgeted for each district or for
the Building Committee should be jdentified in the "Estimated
| Budget" column. This category should only include funds which
| have not yet been identified with a specific project. If a speci-
fic project has been established from these funds it would be

; included with either capital projects "in process" or 'in planning'.

o %2 '
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GUIDELINES (FORM 10G) (Continued)

New Capital Improvement Projects: Includes all capital projects
being proposed for funding in 1971-72 based upon the estimated
funds available. These projects should be individually
jdentified and justified.

PRIORITY NUMBER: Each capital project should have a systemwide priority
number indicated in this columne.

DISTRICT/DIVISION: The district or division which requested each capital
project should be jdentified in this column.

FORM 111 NUMBER: A district or division initiat.es a request for a cepital
project on a form 111. Each capital project should reference the
form 111 number in this column. If a form 111 was not prepared,

enter 'none'.

ESTIMATED BUDGET: For individually identified capital projects the estimated
budget for each should be listed in this column. For capital .o
projects which are grouped together, the agregate estimated budget
for these projects should be listed in this column.

TOTAL ESTIMATED BUDGET FOR PROPOSED CAPITAL IMPROVEMENT PROJECTS: Enter the
total of all amounts in the "estimated budget" column on both sides

of FORM 10G.
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GUIDELINES FOR PROPOSED CAPITAL IMPROVEMENT PROJECTS
(FORM 10H)

Prepared by: enter the first initial and last name of the admipistrator
in the Physical Plant Division who is responsible for preparation

of the form.

Revieved by: enter the first initial and last name of the Assistant
Superintendent for the Physical Plant Division.

Tate: enter the date on which the review was completed.

PROJECT DESCRIPTION/JUSTIFICATION: List important capital projects which have.
high systemwide priorities and which would be seriously considered
for funding if additional funds were available. Each of these projects
should be individually identified by name with a brief description
(cege, 28 CR + 3 Kdg. elementary school) followed by a brief, but
adeguate, justification. The justification should document, using
quantitative data whenever possible, the need for the project. For
example, the justification of an elementary school might include
identification of schools to be given relief and the number of
students that each ic in excess of iis intended capacity.

PRIORITY NUMBER: Each ~apital project should have a systemwide priority number
indicated in this column.

DISTRICT/DIVISION: The district or division which requested each capital
project should be identified in this column. '

FORM 111 NUMBER: A district or division initiates a request for a capital
project on a form 111. Each capital project should reference
the form 111 number in this column. If a form 1lll was not prepared,
enter 'none'. '

ESTIMATED BUDGET: The estimated budget required for each capital project
shipuld be listed in this column.
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GUIDELINES FOR CONTRACTED PROJECT PLANS

USAGE AND CIRCULATION: These guidelines are intended to facilitate the
development of PROGRAM PLANS: CONTRACTED PROJECTS 1971-72.
Since only contracted fund balances (Part IV of the budget
proposal) are reported as part of the budget cycle, it is
desirable that a document be available, at least for informa-
tion purposes, which contains the tentative plans and budgets
of contracted activities (both funded and anticipated). This
document will be a direct compilation of operational plans
developed in the main by project managers. It is anticipated
that these plans will not be edited or altered by the Finance
Division but will be included as received. The resulting com-
pilation of plans and budgets will serve as an internal infor-
mation document during budget preparation and is not intended
for public distribution. Project plans and budgets, however,
will serve as source documents in the development of summary
plans and the budget document which are intended for public
distribution (See OVERVIEW OF PLANNING DOCUMENTS AND BGT REPORTS,

Page 2-3). :

APPLICABILITY: PROGRAM PLANS (FORM 10A), IDENTIFICATION OF OBJECTIVES AND
~ REQUIREMENTS (FORM 10B), and a BUDGET REQUEST FORM* should be

developed for each project (or subproject, if such a component
exists) which is listed in the table of Contracted Projects
(PLANNING AND BUDGETING MANUAL, Pages 4-33 and 4-34) which will
be funded during the next fiscal year or for which a grant con-
tinuation has been requested. In addition, these forms should
be developed for each project in the proposal stage which the
Division of Instruction or the V/T/A District (proposed projects
in the vocational/technical and adult areas) determines should
be included in this document.

TR "
-‘«ﬂ?.*';‘-'f':\‘,"““ AR S (L0 Sty Bt ety e U RN S PO

LGt

BT

- Er
e

SRS

{R’m""’ﬂ?ﬂl oty 2
ML _!’fﬂfb?@

SR

RESPONSIBILITY AND ROUTING: The district or division in which the project
(if funded for the current fiscal year) is budgeted is responsible
for the completion of project plans and budgets. Completed plans
and budgets should be forwarded to the Division of Instruction.

*Contracted Projects should use only forms identified as: CONTRACTED
APPROPRIATION: TENTATIVE, However, instructions for this form are
the same as the BUDGET REQUEST FORM found on Pages 1-8.1 through 1-8.3
of the PLANNING AND BUDGETING MANUAL,
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GUIDELINES FOR CONTRACTED PROJECT PILANS
(FORM 10A)

I. Ts SECTION:

Contracted Appropriation Title: enter the name of the contracted
project as it is listed in the table of contracted projects in
the PLANNING AND BUDGETING MANUAL (Page 4-33)., If a project
is only in the propgsal stage, enter the proposed name.

Code Number: enter the corresponding code number (four digits)
from the PLANNING AND BUDGETING MANUAL (Page L4-%3)., Check
carefully to assure that the entered number is not a carry-
over number from a previous contract period. If a project
is in the proposal stage only, leave blank.

Project/Subproject Name: enter the alternate name of the project or
subproject if identified on the Contracted Project Assignment
liste If a project does not have an alternate name, leave blank.

Prepared by: enter the first initial and last name of the
administrator responsible for the preparation of the plan.

Reviewed by: enter the first initial and last name of the district/
division superintendent responsible for the review of the plan.

Checked by: to be entered within the Division of Instructione.

Funded: to be checked if the project is currently funded or if funding
has been confirmed for the next fiscal year. See note under
Proposal Only for continuation grants.

Funding Source: enter the name of the legislation under which
the project is funded, e.g., ESEA, Title I.

Beg. Date: enter the beginning date of the current grant under
which the project is funded.

germ. Date: enter the termination date of the current grant,
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GUIDELINES (FORM 10A) (Continued)

Provosal Only: to be checked if official confirmation of the funding
of the proposed grant has not yet been received. If a project
has requested a continuation grant for the next fiscal year and
is currently operating under a funded grant, both the I'unded and
Proposal Only information should be developed.

Funding Source: enter the name of the legislation under which the
grant is anticipated.

Tentative Beg. Date: enter the probable beginning date for the
proposed project. I such information is not available,

leave blanke.

Location of Activities: check the districts in vwhich identifiable
components of the project are operating. If components of the
project cannot be reasonably identified with one or more districts
or if the project actually operates on a systemwide basis, System-
wide should be checked. If the project is only in the proposal
stage and the particular district(s)' application has not yet been

planned, To Be Determined should be checked.

SUMMARY REVIEY OF OPERATIONS: Summary information describing project
operations cduring thc current fiscal/academic year. %his infor-
mation shoulé be narrative in form and should only be developed

for currently operating projectse

A Specific Target Population Should Be Tdentified: Projects whose
activities are directed at a specific target population whose
characteristics can be communicated should identify that
population at the beginning of this section (including an
abstracted definition of relevant characteristics). The quanti-
tative size of the population in Dade County or a particular
district should also be identified, if available, as well as
the percentage of the target population which is being served

by the project.

Simnificant Achievements/Problems Should Be llighliphted: Significant
achievements and problems should be readily identifiable witkin
this section. Such information might entail toth sigrifican:
project outcomes or lack of desired outcomes as well as achieve-
ments or problems related to the planned usage of personnel or
materiel, the location of activities, etCe Explanztory infor-
mation may be added, if desired.
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GUIDELINES (FORM 10A) (Continued)

Available Evaluative Data Should Be Emphasized but Abstracted:

Data which is available from formal evaluative procedures
describing project outcomes should be emphasized in abstracted
form within this section. Such data should minimize informa-
tion dealing with the sheer quantity of services, unless data
describing changes in learner behavior is not available. It
is desirable that evaluative data included within this section
describe significant gains in achievement, significant shifts
toward a desirable attitude or self concept, significant
changes in student dropout rates or disruptive incidents, etc.
The description of evaluative data should also be narrative in
form and should minimize the use of technical jargon. Evalua-
tive data included should be reviewed by the Department of
Program Evaluation.

Evaluative Design Information Should Not Be Included: An identi-
fication of the formal evaluative procedures or statistical
designs employed to obtain accurate measurement of project
outcomes should not be contained within this sectiovae It is
assumed. that any evaluative data which is identified within
this document has only been obtained after the design of
acceptable measurement procedures,

The Review of Operations Should Be Specific in Any Case: Projects
for which evaluative data is not collected because of grant
requirements should still contain specific information describ-
ing project operations during the current year. Such information
might necessarily entail number of teachers funded, number of
schools serviced, number of pupils receiving services, etc.

PROJECT SERVICE DATA: Statistical information describing the quantity and

type of project services for the period from the beginning date
of project funding (during the current year) until March 1, 1971.

Data Should Be Entered Within the Appropriate Service Category:
The number of persons receiving service should be entered within
each category of service defined on the following page with
separate entries by district or systemwide. Totals should be
developed by service category across district/systemwide and by
district/systemwide across service categories.
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GUIDELINES (FORM 10A) (Continued)

Service Category Definitions

Instructional Activities - Includes activities dealing directly with the
teaching of pupils. Teaching, however, may be provided in a school
classroom, in another location such as a home, or in an informal
teaching situation such as co-curricular activities. A brief descrip-
tion of the purpose of the instructional activities, e.g., language
Development. should be entered within the blank if project services
entail instructional activities. NOTE: Instructional activities
involving Field Trips or for the purpose of Remedial Reading are
categorized sevarately.

Field Trips - Includes instructional activities involving the travel of
pupils from their customary school location for the purpose of broad-
ening their experiential background.

AR

Remedial Reading - Includes instructional activities whose primary purpose
is to alleviate serious/severe reading skills/comprehension deficiencies.
(See MANUAL, Page 4-L4, for an expanded definition)

Pupil Personnel Services - Includes support activities typically termed
Guidance/Counseling Services, Visiting Teacher Services, Psychological
Services (See MANUAL, Page 4-46 and 4-47 for an expanded definition).

Staff Development - Includes support activities whose yrimary purpose is to
improve those professional or occupational competencies of staff members
necessary for their effective functioninge.

Employment Opportunities - Includes activities whose primary purpose is to
provide pupils with oprortunities for part-time gainful employment to
enable them to continue their formal educatione.

Health Services - Includes support services providing pupils with sppropriate
medical, dental, psychiatric, or nurse servicese.

School Food Services - Includes support activities pertaining to prepéring
and serving regular and incidental meals, lunches, or snacks in con-
junction with project activities.
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CUIDELINES (FORM 10A) (Continued)

Project Services Can Be Categorized in Additional Areas: Project
services vhich do not meet the definitions of the defined
services should be separately identified within the last entry
(the blank) of the table or entered within any available blank
by crossing out the existing category and identifying the new

category.

Service Tata Should Not Be Identified for Certain Project Activities:
Certain project activities, such as administration, curriculum
development, etc., in which numbers of persons served is meaning-
less information should be excluded from this table.

Frequency of Service Should Also Be Entered: The footnotes on this
form define certain frequencies or types of service. The letter
identifying the appropriate type of service (e.gey A - Infrequent
Service, etce « « « « ) should be entered within the blank
parenthesis of each service category in which data is contained.

Estimates of Services Should Be Develoned If Lata Is Not Available:
3 Estimated service data should be entered on this form if grant
‘ requirements do not provide for the collection of service data.
The availability of at least estimated service data for each
project will describe more fully the total mix of contracted
activities with system needs.
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GUIDELINES FOR IDENTIFICATION OF OBJECTIVES AND REQUIREMENTS
(FORM 10B)

I. D. SECTION:

Appropriation Title: enter the title of the contracted project, if

currently funded, as identified in the table of contracted
projects, MANUAL (Pages 4-33 and 4-34), If g proposal only,
enter the proposed t:itle.

Code Number: enter the code number (four digits) of the
contracted project (if funded) as identified in the
MANUAL (Pages 4-33 and 4-34), If a proposal only,
leave blank.

Project/Subproject Name: enter the alternate name of the contracted
project if identified on the Project Assignment Sheet.

OBJECTIVES: Identification of the specific purpose(s) of the project for the
next fiscal/academic year. These objectives should in the main be
the same as those identified in the project proposal or grant
continuation proposal. However, if the grant does not require a
statement of objectives, objectives should be developed for this
document,

Objectives Should Clearly and Concisely Communicate the S ecific
Purpose(s) of the Project: Objectives as stated should be
clear and concise and reflect the purposes of the particular
project. Objectives should not be at the level of generality
of the aims of education but should be specific to the project
given the limitation of the types and quantity of resources
available as well as its time duration.

Objectives Should Describe Pro ject Outcomes and Not Activities:
Objectives as stated should represent the outcomes or aims
of the project which will be attained by project activities,
Statements such as: "To individualize instruction: or
"To increase the application of team teaching' should
generally not be considered statements of project outcomes

but descriptions of patterns of project activities.
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GUIDELINES (FORM 10B) (Continued)

Objectives Should Be Measurable Through Indicators: Objectives
developed within this section should be brief and specific.
The potential for measuring the degree of attainment of a
stated objective will be identified in the INDICATORS section.
Objectives should be so stated that their relationship to
their identified INDICATORS can be easily. understood.

The "Other" Objective May Be Used: Project planners may wish to
group a series of minor project services or outcomes in an
"other" objective after.they have identified the major
purposes of the project. Such an objective might be worded:
"Do develop other necessary skills (skill name, skill name,

skill name)'.

The Objectives of Administrative Activities Should Also Be Grouped
or Omitted: Projects with identifiable administrative
activities may choose to omit objectives for these activities
and include them within project objectives or develop a single
objective pertaining only to administrative activities.
Generally, it will only be advisable to develop such an objec-
tive in projects with substantial administrative activities.

A Limited Number of Objectives Should Be Identified: The number
of objectives developed within any one project or subproject
plan should be limited to five or less. This may be accom-
plished by combining more detailed statements of objectives
into a more general level, by use of the 'other' objective,
or by use of an "admlnlstratlve" objective.

INDICATORS: Measurement situations which facilitate an adequate report of
the degree of attainment of each objective. This section should
not be developed unless the grant under which the project is
funded or potentially funded requires evaluative procedures/crlterla.
However, this section should not be just left blank but a phrase
such as: '"Evaluative procedures not required' should be entered.
If evaluative criteria/procedures are required for the project,
project planners must develop this section in cooperation with the
assigned staff evaluator(s) of the Program Evaluation Department.
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GUIDELINES (FORM 10B) (Continued)

Indicators as Stated Should Follow the Guidelines of the Grant: The
specifications for the identification of evaluative procedures
of the grant funding or potentially funding the project should
be followed. This may entail an identification of the sources
of data, such as standardized achievement tests, attitude
surveys or an identification of the statistical designs to be
employed, etce.

The Statement of Indicators Should Be Brief: Indicators as stated

should abstract from a detailed statement of evaluative
procedures and present only a summarized version.

A Limited Number of Indicators Should Be Identified: The number of_

R s s OV LY LY

evaluative criteria identified should be less than five.
Projects with an extensive listing of evaluative criteria
should include only the most relevant of measurements by
objective or should include within this section a reference
identifying the name of the document (and page numbers) vhere
a complete listing of evaluative procedures may be found.

PERSONNEL REQUIREMENTS: The persénnel required to attain each objective.

All personnel should be included (including part-time and overtime)
which are listed on the Contracted Budget Form. The identification
of the planned usage of personnel should better communicate the

project plane.

Code: Each BPI account code included within the Contracted
Budget Form should be identified within this section
with all employees with the same account code grouped
as a single entry. Part-time or overtime employees should
be grouped with the regular account code.

No.: The total number of employees within any one account
should be grouped as a singie entry within this block.

Several Account Codes May Be Grouped Into A Single Entry: Most
project planners will find that the form as designed (six
available account code entries) is sufficient. However,
projects with a large number of personnel budgeted should
group these accounts into the following categories and use
the code number (state account code) identified helow:
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GUIDELINES (FORM 10B) (Continued)
CATEGORY CODE B.P.I. ACCOUNT CODE
2014 201%4,10, 2014.00
2110 2112,00, 2113.00, 2115.00
2211 2211.10, 2211.00
2214 2214,20, 2214.40, 2214.50,
2214,60, 224,90

Account Codes for Project Clients Should Be Entered: Salary accounts
which actually represent project clients rather than project
-personnel, e.g., part-time accounts in the Neighborhood Youth
Corps, should still be entered. However, they should not be

grouped with other accounts.

Percentages Should Be Used for the Estimation: Estimates of personnel
requirements by objective should be expressed in percentages.
A single account code entry (including part-time and overtime)
should be treated as a whole with a single percentage entered
in the appropriation column adjacent to the applicable objective.
Employees within a single account code who are utilized to
meet different objectives may be estimated as a single unit
or averaged percentagewise using the formula:

A% + BY% + C%
No.Emp.

in which A + B + C = individual employees.

In all cases, the total of entered percentages should not
exceed 100%,

Methods of Determining Estimates Depend U on the Degree of Replanning:
Since projects are substantially replanned for each grant
continuation, many project planners will find that the
development of this section is largely dependent upon their
assignment (as part of the plan) of personnel to meet
objectives. However, some projects will find that past
assignment of personnel is also useful for developing this

110
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GUIDELINES (FORM 10B) (Continued)

section. In this case, they may find it practical to use past
experience, coupled with planned changes, as a basis for the
estimates. In addition, if the work force is large and
activities occur at many locations, project planners may find
it necessary to circulate an informal survey among employees
specifying the objectives, requesting employees to identify
the proportion of time which will be expended on each
objective, and compiling the result.

Reasonable Estimates May Be Impractical for Proposals: Since many
projects in the proposal stage have not been planned to the
point of determining the assignment of personnel to meet
objectives, plans for "Proposal Only" projects may exclude
this section. In this event, a phrase such as: '"Not Available"

should be entered.

SPACING OF OBJECTIVES/INDICATORS/REQUIREMENTS: A set of an objective,
indicators, requirements should generally require an entire
side of this form. Iowever, if two such sets can be entered
on one side, a double linc between the two identified objective

sets should be typed.
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PLANNING DOCUMENTS

DOCUMENTS

DESCRIPTION

BUDGET OVERVIEW:
DADE COUNTY PUBLIC
SCHOOLS 1971-72

The budget document. A document suitable for public distribution
which describes the types and quantity of revenues used in funding
school system programs, analyzes significant changes in budgetary
appropriations systemwide, and summarizes budgetary decisions by
program, account, and responsibility center.

PROGRAM MEMORANDA :
REGULAR, SPECIAL,
AND INSTRUCTIONAL
SUPPORT PROGRAMS

1971-72

A summary planning document suitable for public distribution which
summarizes budgetary decisions by program, whether at school,
district, or division level. Estimated program appropriations which
are funded through Part IV will be included as well as appropri-
ations funded by internal funds in the Occupational and Continuing
Instruction programs.

PROGRAM MEMORANDA :
GENERAL SUPPORT
PROGRAMS 1971-72

A summary planning document suitable for public distribution which
summarizes budgetary decisions by program (non-instructional)
whether at school, district, or division level. Estimated program
appropriations funded through Part IV will be included as well as
internal funds supporting the School Food program. Proposed capital
projects will be summarized within the Facilities Support section.

PROGRAM PLANS:
DISTRICT AND
DIVISION PROGRAMS

1971-72

An operational planning document for internal use developed at the
support center level which identifies planned objectives, resources
necessary to accomplish objectives, past year accomplishments and
problems, plans to resolve problem areas, and needs for additional
funds. In addition, each district/division will submit a summary
statement describing significant achievements, both past and planned,
for all centers summarized by type.

PROGRAM PLANS:
CAPITAL PROJECTS

1971-72

An operational planning document for internal use which describes
in detail facilities needs during the next year and over a multi-
year period as well as each capital project currently underwaye.

PROGRAM PLANS:
CONTRACTED
PROJECTS 1971-72

An operational planning document for internal use which identifies
the planned objectives for each probable and funded contracted
project, resources necessary for those objectives, and the funding
source.
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CHAPTER IV

CONCLUSION

Project Summary

It should be emphasized that the materials included in this
report represent an intermediate stage in the Aevelopment of
a PPBE System in Dade County Schools. The Dade County project
objectives

1. Development of a design for program planning-budgeting-
evaluating for the Dade County School System.

2. Implementation of the program planning-budgeting-
evaluating system.

have been accomplished as described elsewhere in this report.

It should also be pointed out that the program planning and
budgeting methodology incorporated in the management practices
of the school district during 1970-71 were done so within an
overall planning/budgeting framework that includes responsibility
center and object code emphases. Accordingly, the PPBE System
design consists of program planning and budgeting components of

a larger system as described in the Planning and Budgeting Manual.

Future Developments

PPBES implementation in the preparation of the 1971-72 budget
included program budgeting at all responsibility centers and
program planning at support centers. Plans for 1971-72 include
(1) the refinement of those procedures implemented, (2) the
revision and expansion of the current accounting system to pro-
vide program expenditure data according to the same structure as
the program budget, (3) the establishment of initial evaluative
procedures through voluntary collection and reporting of indica-
tor data (mandatory in 1972-73), and (4) the revision of opera-
tional and cummary planning documents to better satisfy the
needs of various levels of management.

A major problem in implementing PPBES in a large school district
stems from the number of persons who are potential users of PPBES
and who must eventually be trained in the methodology if the
system is to be realized to its full potential. Although sign-
ificant progress has been made in Dade County Schools in the area
of in-service training for administrative personnel a substantial
task in this area lies ahead.




——

.

Concluding Remarks

While the anticipated revision of Handbook II will no doubt
provide a great stimulus to PPB development in school districts
throughout the country, the system within any particular district
cannot be a canned version developed on a one-shot basis.

The development and installation of PPBES methodology in local
school districts must be considered a continuing in-house effort
in which the procedures and controls underlying the system are
progressively revised and refined to reflect the necessary system
specifications at one point in the history of a particular educa-

tional organization.

It is imperative that school districts moving to install a PPBE
System adopt a multi-year outlook with respect to progress with
the understandirg that proper utilization of such a system will
most likely not occur until several years after development is

begun,
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PERSONNEL

PROGRAM. PLANNING DOCUMENT |
FOR

FISCAL YEAR 1970-71




SUMMARY REVIEW OF OPERATIONS 1969-70

During 1969-70 the personnel records of a proximately 25000 active employees
were converted from an alphabetical file system to a terminal digit numeric
open shelf systeme The new system provides greater accessibility to files,
more expeditious processing of material to be retained in file jackets, and

has resulted in an improved service for all concerned.

Under a contractual agreement with the Remington Rand Corporation the personnel
records of approximately 55000 inactive employees were placed on microfilm,
indexed, and a film lccator card file established. The establishment of this
microfilm file provides a more effective and efficient means of administering
and processing requests for information as regards former employees. Addition-
ally, personnel and equipment is now provided within the department for
microfilming personnel records as the employee terminates.

Still undergoing feasibility testing is the use of the Sanders Cathode Ray
Terminals. This system, if proven satisfactory, will provide an instantaneous
communications link with the computer equipment at Central Data Processing and
will serve to reduce processing time for persounel actions, permit expeditious
inquiry from the master record unit and will eventually permit instantaneous
upgrading of data in the computer system.

Noteworthy also are the procedural changes that have been made in the
certification section. Through additional use of computer products and the
improvement of monitoring procedures a more satisfactory method has been
established for processing certificate information and keeping members of the
instructional staff informed relative to the status of their teaching certifi-
cates. Efforts being made in this area should result in fewer employees being
terminated because of certificate deficiencies.

The faculty desegregation court order had an appreciable impact within the
department. Many additional man hours in excess of the normal load were
expanded relocating approximately 1800 teachers plus a large number of
teacher aides and f£illing vacancies created by resignations associated with
the court order. The opening of several new elementary schools as well as
the constantly changing patterns of special programs also required special
attention.

In the area of wage and salary edninistration an entirely revamped salary
handbook was produced along with a complete reorganization of the occupational
code series and establishment of centralized assignment of all occupational
codes. Inroads are being made in the development of a county-wide staffing

document.

The augmentation of the clerical staff through the addition of eleven
clerical positions served to eliminate to a large degree the need for
temporary employees during 1969-70 and should result in improved skill levels
and work quality. However, the absence of adequate office space to satis-
factorily accommodate the needs of the personnel staff has been and continues
to be a critical deficiency adversely affecting the overall effectiveness
and efficiency of the department.




SUMMARY OF PLANS FOR FISCAL YEAR 1970-71

Pi-ogram Description

This program includes the recruitment and placement of all school personnel,

the maintaining of the credentials, personnel records information and other
necessary certifications for school personnel, the orientation of new personnel,
maintaining contact with institutions preparing school personnel, and the
assignment and reappointment of school personnele Another important activity
is the preparation of personnel policies for the school system. The selection
of staff to provide the educational programs of the school system is one of A
the most important aspects of planning; administrative leaders at the school, 1
district, and county levels are involved in this process.

Highlights of Program Plans

- A detailed listing of all authorized administrative and clerical positions
will be produced by Administrative Staff and Non-Instructional staffinge.

- A desirable racial balance in individual Dade County Schools will be
maintained.

- The college recruitment plan will be revised to reflect system staffing
priorities as well to delete areas in which minimal hires have occurred
in the past.

- The number of part-time positions will continue to be reduced reflecting
the use of a greater number of fulltime employees as well as greater use
of automation.

- Data reflecting the achievement of sub-program objectives will be collected

during the fiscal year and will be documented with expenditure information
in a Program Report at the middle and end of the fiscal year.

Program Budget

Sub-progran Number Employees ' Basic Budget
Personnel Management ' 2 34,084
Personnel Policy Development 2 h1,230
and Administrative Staffing
Instructional Staffing 18 179,462
Non-Instructional Staffing 6 59,088
Personnel Operations/Records Y4 339,623

TOTAL: Personnel Program 75 653, 487




PROGRAM PLANS 1970-71

Personnel Management

PROPOSED PLANS

Management activities of the Personnel Program, conducted by the Assistant
Superintendent for Personnel, will include the direction, coordination and
evaluation of instructional and non-instructional staffing, policy develop-
ment end administrative staffing, and the operations/records department.

PROPOSED BUDGET

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code Noe Emp. Amount No. Emp. Amount No. Emp. Amount
2014.00 2 33,884 2 33,884
2014.06 200 200
TOTALS 2 34,084 2 34,084
Personnel Policx Development and Administrative Staffing
OBJECTIVES INDICATORS

To develop personnel staffing policies
that will insure equal consideration
of all qualified applicants and selec-
tion of the best qualified applicant.

Number of policies revised, submitted
to the Board of Public Instruction,
and approved

To revise the Handbook of Instruc-
tional and Clerical Allocations to
schools and district offices and
prepare a consolidated report of
staffing each school year.

A revised regular handbook

A handbook for an alternate plan of
staffing

A consolidated report of instructional
and clerical staffing in schools and
district offices

To develop personnel policies for
the selection of persons to f£ill
administrative positions, i.e.,
coordinators, supervisors, directors,
principals, and assistant principals.

Proposed policies for selection of
persons to fill edministrative
positions approved by the Board

To provide the services necessary for
the identification and selection of
qualified administrators for staff
positions. .

Number of positions advertised
Number of applications reviswed
Number ~.£ interviews conducted
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Personnel Policy Development and Administrative Staffin&(cont'dz

PROPOSED PLANS

The major proportion of this sub-program's activities are directed toward
facilitating the identification and selection of administrators, both
instructional and non-instructional. During the past fiscal year, a major
revision of these policies and procedures was accomplished. These changes,
vhich were particularly far-reaching in regard to principalships and assistant
principalships, have resulted in the establishment of a screening committee
and interview committee for each administrative position, rather than the
development of eny kind of system-wide pool. These changes have resulted in
an individualizing of administrative staffing in terms of the particular
characteristics of each school. It is anticipated that these revised policies
and procedures will be continued during the next fiscal year.

A revised list of authorized administrative positions will be produced by
this sub-program during the next year in collaboration with Non-Instructional
Staffing.

Continued emphasis will again be placed on the development and revision of
those personnel policies which are necessary for the school system in a
changing environment. The use of the Alternate Staffing Handbook by certain
districts and schools will be carefully monitored. It is anticipated that
the option for an alternate set of staffing formulas w:|.11 ‘be extended during
the next fiscal year.

PROPOSED BUDGET

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code No. Emp. Amount No. Emp. Amount No. Emp. Amount
2014.00 2 24,750
2014.03 - 3,680
2014.06 - 300
2034.10 - 7,500
2034.28 - 5,000
TOTALS : 2 41,230
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Instructional Staffing

OBJECTIVES

INDICATORS

To provide the instructional staff
(teachers) for the school system.

" Number of positions filled by new

teachers for the opening of school
during the year by month

Number of new teachers teaching out
of field by teaching area

Percentage of total instructional
staff teaching out of field by
teaching area

Number of applicants interviewed on
college campuses and subsequently
hired

Number of applicants interviewed in
the Personnel Office

Number of reassignment applications
processed

Number of positions filled by

reassignment

To provide substitute teachers
for the schoolse.

Average number of persons registered
to perform substitute teaching
per month

Number of requests by principals for
assistance in securing substitutes
per month

Percentage of principals' requests
for substitute filled within two
teaching days by month

To provide counseling services for
teachers with regard to evaluation,
continuing employment, reassignment,
dismissal and certification.

Number of teachers requesting confer-
ences to review evaluation and
personnel folders

Number of conferences held relating
to reassignment

Number of conferences held in
raference to certification

Number of conferences held with
teachers who were not reappointed
and/or their principals

Total number of conferences held
with teachers in providing
counseling services




Instructional Staffing (cont'd)

PROPOSED PLANS

Provision for Necessary Fulltime Staff: The activities of the Instructional

Staffing sub-program during the next fiscal year will be principally directed
at the first sub-program objective, that of providing the quantity and quality
of fulltime instructional staff which is necessary in an expanding school
system. In addition to meeting State Department of Education regulations and
accredltatlon standards, staffing efforts will be further complicated by the
need to maintain a desirable racial balance within the schools as well as
meeting needs for teachgrs with specialized training in addition to subject
matter, e.g., capacity to function effectively with disadvantaged youthe.
Staffing activities currently involve both a series of clerical and appli-
cation monitoring procedures (fingerprinting, certifiéate, references,
transcript check) as well as a professional evaluation of each candidate in
terms of the needs of the school system (see SEQUENCE OF NEW INSTRUCTIONAL
STAFFING ACTIVITIES -- See Appendix A ). A staff of four instructional
recruiters, two typists, a receptionist, a file clerk, a fingerprint clerk
and assistant are now assigned to facilitate the hiring of an estimated
fifteen hundred teachers for the opening of the 1970-71 academicC year.

These onsite applicant review and evaluation procedures will be supplemented
by an external recruitment program. Although a detailed recruitment plan’ is

. not available at this time (the plan is customarily developed during the

i late summer), it is anticipated that the development of the schedule of

| colleges and universities to be visited in recruiting for the 1971-72 academic
year will be determined by three major criteria: an identification of the
school system's priority needs for certain specialized teacher training, the
availability of certain critical teaching areas, and past data relating to
actual hires from particular colleges and universities. Data is being
collected during this year's opening of school staffing efforts descrlblng
actual hires from the college visitation program. It is anticipated that
over 200 colleges and universities will again be vislted during the next
year with careful scheduling procedures employed to insure maximal visitation
during any one recruiting trip. Fifteen thousand dollars out of county travel

/

—
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Staffing - Proposed Plans (cont'd)

funds are proposed to fund this activity. In terms of personnel involved, this
activity will consume approximately eight weeks of the four instructional
recruiters’ time as well as ten to fifteen instructional administrators for

a duration of one week eache In addition to caﬁpus visitations, recruitment
literatures and application forms will be distributed to all colleges and

universities active in this effort in the past as well as providing represent-

atives at a limited number of teaching area conventions and college career days.

It is impossible at this time to determine accurately the actual contribution

. the external recruitment program provides in terms of numbers and types of

instructional staff hired. Efforts will be made during this year to better

assess the contributions of these activities.

In addition to providing new instructional staff, this sub-program will again
facilitate the reassignment of currently employed personnel. Although these
activities are primarily a clerical operation, control will be maintained to
insure that a desirable racial balance of both sending and receiving schools
is continued while still attempting to meet the particular needs of teachers

desiring transfers.

Provision for Substitutes: A register of substitutes will again be established

at the beginning of the academic year and updated monthly to reflect both
additions and deletions of available substitutes. School principals will be
forwarded copies of this register on a monthly basis. Individual assistance
will again be provided for those principals who are unable to obtain substi-
tutes by using the register. Two clerks are employed fulltime for this
activity.

Teacher Counseiing Services: Providing an adequate teaching staff for a large
school system invariably requires that a variety of miscellaneous services

be offered. This is necessary not only for the morale of the staff but to
minimige the loss to the system of experienced teachers because of certifi-
cation difficulties or personnel problems which are resolvable. It is
impossible to datermine the amount of sub-program resources which are
directed at this objective since most of the activities are somevhat seasonal
and on an ad hoc basis.
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ct Staffing (cont'd)

PROPOSED BUDGET
Account BASIC BUDGET PROPOSED IMNCREASE EXPANDED BUDGET
. Code No. Emp. Anount No. Emp. Amount No. Emp. Arount
2014,00 18 159,462
2014.03 - 1,200 \
.2014,06 - 800
203k,.20 - 3,000
2034.28 - 15,000 |
romis | 18 170,62 ] | '

Non-Instructional Staffing

OBJECTIVES

INDICATORS

To provide the non-instructional
staff (not including administrators)
for the school system.

|

Total number cf vacancies in each job
classification each month

Average number of days required to
fill non-instructional positions
in each classification each month

Total number of full-time personnel
hired each month

Total number of temporary personnel
hired each month

To provide for recruitment of

0 applicants for non-instructional
ol positions.

5

&

B

Total number of advertisements
published each month

Total number of persons responding
to advertisements each month

Percentage of total number of applicant
who are screened through interviews
and tests each month

4
"
o




Non-Instructional Staffing (cont'd)

OBJECTIVES

INDICATORS

To maintain adequate salary schedules
and publish the Dade County Schools'
Salary Handbook.

—

Total number of classificatiou (pay
grade) changes adopted (related to
all salary schedules) as a result
of various surveys

Date of published salary handbook

To maintain equity of the Unified
Classification Plan and provide
adequate salaries in support of the
Non-Instructional Staffing function.

Total number of new positions
established

Total number of reclassification
requests _

Total number of reclassifications
recommended

Total number of positions reclassified

To produce a document which describes
the authorized budgeted non-instruc-
tional personncl in each administra-
tive department.

Date of availability of document

Report indicating comparison of
authorized/actual non-instructional
staff in each department

PROPOSED PLANS

A file of applicants for non-instructional positions is maintained.

The primary function of the Non-Instructional Staffing program continues to be
providing for the hiring of non-instructional personnel and the maintenance of
the Unified Classification and Pay Plan. Six employees (two supervisory and
four clerical) are authorized and budgeted for the 1970-71 school year.

When a

work location informs personnel of a job vacancy, suitable applicants on file
are contacted and interviews arranged. If none of these applicants are hired,
then personnel inquires of the Florida State Employment Service, local business
colleges, the Adult/Vocational division, and similar organizations about
qualified applicants. If these sources fail, then a newspaper advertisement

may be rune.

Presently, Personnel is usually notified of a job vacancy by telephone and
itself fills out the prescribed forms. It is planned that all work locations
will be providcd these forms which they will then complete and forward to

Personnel.

Clerical applicants are screened by the administration of a standardized
clerical tests and appropriate performance tests as well as by interview.
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Nog-Tnstructional Staffing - Proposed Plans (cont'd)

Non-Instructional Staffing also has responsibility for preparing recommen-
dations regarding the non-instructional ealary structure. The main basis
for these recommendations is a review of salaries for comparable jobs both
locally and nationally. The main sources of this information are the
Tri-County Survey which includes data from many of the governmental units
in Dade, Broward arnd Palm Beach counties; Bureau of labor Statistics for the
Miami Metropolitan Area; and the Bureau of Labor Statistics National
Professional, Technical and Clerical Surveye.

Another responsibility of this program is to recommend the pay grade of new
positions and reclassifications of existing positions. To accomplish this
objective a job audit is.performed to establish an accurate job description
which is them compared to other similar jobs within the school system in
order to maintain the equity of the Unified Fay Plan.

Finally, a document is being planned vwhich will report for each wcrk location
the number of authorized, full-time positions by account codes and job
position codes (which are presently being updated).

PROPOSED BUDGET

Account PASTC EUDCWT PROPOSEﬁ ]]'!CREAéE EXPANDID BUDT’}ET
Code No. Hupe Lvount No. Lmpe. Anount No. Emp. Amount
2014.00 6 55,218 6 55,218
2014.03 . 2,338; . - 2,870
014,06 - 1,000 - 1,000
TOTALS 6 59,088 6 59,088

Personnel Operations/Records

INDICATORS

Total

not
Total
Total

OBJECTIVES
To maintain an updatéd master record Total number of employees fingerprinted
for all employees. and photographed each month

number of paychecks which were
issued on the scheduled pay date
number of new records created

number of personnel record changes}

processed during the six month period
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Personnel Operations/Records (cont'd)

OBJECTIVES INDICATORS
To provide a personnel record Total number of active personnel files
information centers presently being maintained

Total number of inactive persounel files]
presently being maintained

created

Total number of inactive personnel filesw i

To provide essential personnel services Total number of applications for

regarding retiring employees, credit retirement processed
references, draft deferments, subpoenas, | Total number of credit references
requests for leave and temporary duty. prepared each month
Total number of draft deferment letters
prepared
Total number of subpoena responses
prepared
To provide administrative support for. Total number of requistlons processed
all activities of the personnel each month.

department including processing of
requisitions, processing of new
employees and budget preparation.

PROPOSED PLANS

The Personnel Operations/Records sub-program has an authorization of 49 full-time
employees: 45 clerical and four supervisorye Two of the clerical positions are
federally funded. Appendix B shows the approximate deployment of these employees.
The halves indicate that some employees split their time between activities.

During the fiscal year] ending June 30, 1970, much of the effort was directed
toward improving systems and procedures. Presently being studied is the
feasibility of using Saunder's Cathode Ray Terminals (CRT's) to facilitate
changes to the employee master records. If feasible, the terminals will make
instantaneous record changes possible. Appendix C is a flow chart showing how

employee master records are presently created or changed.




Personnel Operstions/Records - Proposed Plans (cont'd

Within the personnel records information center, a conversion was completed
from an alphabetical filing system to a terminal digit numeric open shelf systen,
which makes it much easier to locate misfilled records. This filing system also
provides more rapid access to the more than 25,000 active employee files.
Records of approximately 55,000 terminated employees were microfilmed under a
contracted agreement with the Remington Rand Corporation. Current plans provide
that as employees are terminated, their records will be microfilmed using
facilities available within the department. Further plans call for reducing

the use of part-time employees in favor of full-time personnel. This should
result in increased employee skills. Finally, emphasis on written requests for
credit references is allowing for more efficient utilization of employees by
reducing the number of interruptions. e ]

More extensive use of standardized forms and letters is being made as a means
of efficiently providing certain personnel services.

PROPOSED BUDGET

G i Tl Tt 3

Account BASIC EUDNGE PROPOSFD INCREASE EXPANDED BUDGET
Code Ro. ¥mp. Amount No. Empe. Amount No. Emp. Amount
2014.00 47 294,477 49 294,477
I 2014.03 -- 21238‘ | - 8,890
I201l+.06 - 7,720 S 7,700
2034,10 - 7,600 ) - 7,600
2034.20 -- 13,120 - 13,120
2034.27 - 200 . - 200
2542 .00 - 6,000 - 6,000
2844 ,01 - 1,111 ' K - 1,111
854,01 | - 525 . - 525
TOTALS | 47 339,623 47 339,623

*Estimated portion of $12,500 budgeted at location 9311 which will be used
for the activities of this sub-program.
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APPENDIX B

UTILIZATION OF EMPLOYEES
PERSONNEL OPERATIONS/RECORDS

Total - Clerxks Supervisors
Personnel Master Record - 29 28
Personnel Information Center | 10% 10 ¥
- Personnel Services b 3
'i Administrative Support 5% b 1%
'S b5 b
,!.
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SUMMARY REVIEW OF OPERATIONS 1969-70

The Physical Plant Program responsibility was increased during the year by

the addition of 66 kindergarten buildings, 8 elementary schools, and 6 major
additions to existing facilities, increasing the total number of facilities to
250. The total budget for administration of the program, maintenance of the
facilities, administration of operations, plant planning and security, exceeded
6.1 million dollars. In addition, over 22 million dollars was spent on con-
struction, renovation and site purchases and improvements.

During this year, over 50 million dollars worth of construction was either in
the planning or constructipn phase, and contracts have been awarded for the
construction of 13 kindergarten buildings, 4 elementary schools 3 senior high
schools, one special education facility, and 2 major additions.

One specific project receiving national attention is the planning of an elemen-
tary school to be constructed under an elevated interstate highway. This project
may help to revolutionize "inner city" and "expressway'" planning concepts.

The non-availability of funds and resources for new construction in recent years,
has led to an overall construction deficit in exceas of 300 million dollars.
Various means of reducing this deficit in the future are being studied. Specific
efforts were development of data and priorities for a bond issue, initial research
in "systems' or modular construction, and the initial atages of a survey of the
provision of architectual services.

The addition of new facilities and aging of existing buildings without adequate _
increases in maintenance resources has presented problems in maintaiming adequate }
maintenance services. Many minor maintenance projects have been considerably
delayed or not begun in order to insure the provision for necessary and emergency
services. In an attempt to increase response and officiency through the reduction
of travel time, the Redland or south maintenance sub-station has been placed in
operation. Increased efficiency of supervision has been accomplished through the
regrouping of the various trades and services. A professional survey of the
Maintenance program has been completed by Crosap, McCormick and Paget, and a
report is expected shortly.

The addition of facilities has also had an impact on the administration of
Operations and Custodial Services. : Shortages of labor, aging custodial
equipment, and lack of an adequate training program have limited the efficiency
of the custodial effort. To remedy these problems changes were made in the
hiring and provision of part-time custodisns, allowing students to work in this
area, which has allowed significant relief »f the custodial labor shortage.
Feasibility studies have been made in the decentralization of the custodial
supervision and training functioms.

The rapidly rising costs of garbage and trash removal prompted an analysis
of this area. Initial indications warranted detailed research, which has
been initiatede.

Changes in liability laws required the revision of the rental program to

insurance coverage. Efficiency of this program will be increased by the ;
implementation of plans to transfer rental collection responsihilities to E
the Finance Program which is better equipped to provide this service. ’

136
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Increasing frequency and magnitude of school disturbances has necessitated a
rapid growth in the resources of the Security Program. An increase of
personnel in January, 1970, of almost 100% was required in order to insure

the continued provision of security services, i.e., protection of employees,
students and facilities. Recent disturbances and widespread unrest have

made it necessary to curtail routine activities in investigation and patrol

to maintain order in schools. Security personnel‘ are now permanently assigned
in 7 schools. This has resulted in the necessity to again increase the
resources of the Security program to insure the provision of security services.

Patrol, investigation, and installation of alarms have had some effect in }.
reducing overall losses due to theft and property damage. 1969 losses were )
approximately $300,000 less than 1968, primarily due to reductions in arson a
and accidents.
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SUMMARY OF PLANS FOR FISCAL YEAR 1970-71

Program Description

The Physical Plant Program provides the necessary facilities, grounds, and related
services required to house the various programs and personnel of the Dade County
Board of Public Imstruction. Included in this program are: plant and site Planning;
direction of the construction program through the Architect to the Board and the
Building Committee; maintenance of facilities and equipment; insuring the efficient,
safe and proper operation of all facilities; protection of school property, personnel,
and students; and implementation of all Board policies pertaining to these areas.

|
!
Highlights of Proggam Plans ‘
|

- Increased use of formal studies to improve the overall Physical Plant program,

~ Expansion of the Redland meintenance center into a self-sufficient operation,

- Development of methods for supervisor evaluation of maintenance jobs both before
and after in terms of quality and costs.

~ Determination of improved maintenace job scheduling procedures to facilitate
immediate response to bonafide emergency requests.

- Use of studies in the Operations area: alternative methods of garbage disposal,
use of WATS for administration, analysis of centrifugal chiller operating costs.

- Establishment of project control on the scheduling, progress, reporting, finance,
and management of major capital projects. -

- Resumption of school patrol function in addition to riot control and disturbance
prevention due to increased staff.

- Data reflecting the achievement of sub-program objectives will be collected

during the fiscal year and will be documented with expenditure information in
a Program Report at the middle and end of the fiscal year.

Proggam Budget

Sub-program Number Employees Basic Budget

Physical Plant Management : b 94,110
Maintenance Administration o 355,07
Maintenance Services 346 L, 748,107
Operations Administration 9 89,175
Custodial Services - 226,540
Plant Planning - L 47,854
Security g 566,873 |
Plant Operations Support 1

62,646
ﬁ TOTAL: Physical Plant Program Lsh 6,190,379 Jl

L




PROGRAM PLANS 1970-71

Physical Plant Management

Effective direction, coordination, and evaluation of all Physical Plant programs
is accomplished by the Assictant Superintendent, Administrative Assistant, and
two secretaries, through the development of administrative and technical policies
and concepts for efficient operation within each program; review of activities,
budgets, and reports; personnel observation, and detuiled analysis of the various
indicative data pertaining to the effectiveness:of each program; and development
of criteria for specific studies of various aspects of the program by internal
or consultant analysis.

Specific projects undervay in this area are:

Decentralization of the Maintenance program; study of requirements for increased
use of avtomatic data processing within the Maintenance and Plan Planning
programs.

Direction and coordination of the construction program requires constant
attention to the coordination of all Physical Plant programs and the Architect
to the Board, insuring proper inclusion of security, maintenance and operational
requirements in all consi:ruction projects. ‘

Specific projects planned in this area are:

|
Coordination of the devjlopment of installed equipment selection criteria;
coordination of research into the effects of noise levels on instruction;
coordination of develojment of hardware selection criteria; and coordination
of research in the area of modular and systematized construction.

Other specific areas included in this sub-program are:

The leasing of land and buildings required for special and temporary programs;
provision of limited administrative support to the Operations, Security, and
Plant Planning programs; coordination and development of emergency and Civil
Defense procedures, ylans, and policies; and provision of administrative support
for the control of space allocations and parking assignments at the Lindsey
Hopkins oomplex.

In order to insure completion of the specific studies and other planned
functions, an additional administrative assistant is required in this program.
‘Additional funds are also required for building rental to house the expanded
Security Program.
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Physical Plant Managemen't (cont'd)

PROPOSED BUDGET

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code No. Emp. Amount No. Empe Amount Noe. Empe. Amount
2014.00 b 59,280 1 | 10,347 5 69,627
2014.03 - 1,000 1,000
2024.00 - 25,000 25,000
2034.10 - 1,500 1,500
2c34.20 - 2,000 2,000
2034.27 - 1,265 550 1,815
2034.28 - 3,500 3,500
2844,01 - k25 300 725
2854.01 - 140 140
TOTALS: b 94,110 1 11,197 5 105,307
Maintenance
OBJECTIVES INDICATORS
To minimize costs and response time, Average labor and material cost

insure maximum quality and effi
in the provision of maintenance
services.

ciency

per Work Order.
Number of repeat Work Orders.

. Number of emergzncy Work Orders.

Cost of contracted maintenance
services.

Average completion time per Work
Order.

Number of Work Order delays due
to unavailability of materials.
Number of Work Order delays due
to lack of personnel.

Average delay time in processing
Work requests.” T

Average overall cost per student,
Number of Work Orders initiated.
Number of Work Orders completed.

_ Total Work Order hours charged

to travel.
Total overtime hours .
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Maintenance (cont'd)

OBJECTIVES

INDICATORS

To p
to keep all buildings, equipment and

grounds in good condition and proper
working order.

rovide labor and mat:erials required

*Indicators apply to all Maintenance -
. : services

Number of Work Orders assigned.

Number of Work Orders completed.

Number of Work Orders incomplete.

Number of Work Orders cancelled.

Number of Work Order projects

completed by Contract.

Number of.preventive maintenance

Work Orders assigned.

Number of preventive maintenance

Work Orders completed.

Number of emergency Work Orders

assigned. .

Number of emergency Work Orders

completed.

Number of Work Order delays due

to lack of materials.

Total hours overtime.

Total cost for overtime.

Total Work Order hours travel time.

To minimize deterioration of buildings
caused by natural elements and normal
usage and maintain the satisfactory
interior and exterior appearance.

Cost of Contracted painting services
Cost of in-house painting services.
,Number of paint related Work ‘Orders.
Number of paint projects programmed.
Number of programmed projects com=
pleted.

Programmed repainting interval
(years).

Number of buildings requiring
paint but not programmed.

Number of complaints on. building
appearance,

Average actual painting interval
€years).

Number of non-programmed projects
completed.

¢

N

portable buildings .

"To provide services required to relocate

Number of building relocations
requested.

.Number of building reloactionq
completed.

Average relocation time per
‘building.,

Number of supporting Work Orders.
Average cost of maintenance services
per Work Order.

Total costs of maintenance services.
Total costs of contracted services.
Average contract cost per building
relocation. )

Total cost of relocations.




Maintenance (cont'd)

PROPOSED PLANS

? Overall direction, supervision, and improvement of maintenance services is provided

. by_the Director_of Maintenance,. six .supervisors, one technical-assistant- one office!
manager and ten clerical personnel located at the central maintenance compound and
the Redland maintenance compound.

{
|
Maintenance Administration | ‘*
|
5

Included in this area are: . | .-

2. Assignment and scheduling of all work to maintenance crews through work
order control section which consists of seven job order clerks.

i
|
|
i

b. Provision of all parts, materials and.-supplies-required- for-the- completion
of maintenance projects as accomplished by the stockroom manager and four-
teen clerks, one automotive equipment operator, one laborer and one custo-

dian.

c. The provision of vehicles and support mobile equipment for maintenance
job completion as accomplished by one garage foreman and eight mechanics
and two laborers.

d. Security services provided by three watchmen.

Specific projects and functions planned include:

. a. Evaluation of the effectiveness of the recently established Redland

-:v- maintenance facility in terms of accumulated" back-log and work accomplished
at both work locations with a view toward expanding into a self-sufficient
organization from the currently limited operation. : '

|
b. Evaluation and restudy of current alignment of supervisory responsib'ilities’
with a view toward identifying problem areas and requirements of various '
trades within each. '

|

|

!

c. Devise methods by which each supervisor may more effectively schedule and
control the work load with emphasis on clearing out the oldest work orders
_first and providing immediate response to bona fide emergency orders.

| d. Devise methods and means by which each supervisor may more effectively
evaluate jobs both before starting work and after completion in terms
of quality and costs.,

e. In conjunction with other divisions (Payroll, Data Processing, etc.),
develop methods by which available labor hours may be identified by trade.

f. Define and develop methods by which labor and materials in process may
be accounted for, _

' 8. Attempt to identify quantity of anc.l recasons for lost time; i.e., obtaining
{ materials; time lost at schools; travel time; truck and equipment under

! e — ——— e ———— . ;
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repair or not available, etc.

Continuous review of stock levels with a view
stock levels on all stocked items without undu

purchase requisitions required.

Review and elimination of dead and obsolete stock.

toward maintaining minimum
e increase in the number of

Addition of new stock items where usage and space limitations permit.

To develop means by which out
measured and manpower require
vacancies as they occur and j

Develop and train foremen to evaluate and in

economy.

In order to effectively provide su
additional Maiatenance Supervisor

Deterioration of existing over-uge trucks and the im
lost due to vehicle and equipment failure necessitat
ment of five trucks at a cost of $25,000.00.

Support of requested maintenance personnel will require $112,000.00.

put and requirements of each trade may be
ments may be balanced by shifting of
ustifying need for additional resources.

spect jobs for quality and

pervision for anticipated work load, one
is required at a cost of $11,500.00.

portance of reducing time
es the additional replace-

PROPOSED BUDGET

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code No. Emp. Amount No. Eng:. Amount Noe. Emp. Amount
2410.10 10 125,910 1 11, 500 11 137,410
2410.20 23 147,286 23 147,286
2410.40 8 51,528 8 51,528
2430.00 10,000 10,000
2430.07 3,850 550 4,400 .
2430.08 1,500 1,500
284410 | 15,000 15,000
TOTALS : 41 355,074 11 i2,0% 42 367,124
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Maintenance (cont'd)

Maintenance Services

Support maintenance services are performed by various trades and crafts consisting
of foremen, mechanics, helpers and laborers (t:o_t:al 336) as directed by administra-
tive personnel. This includes job inspections, lay-outs, completion of work,
quality inspection and accounting for labor and materials.

In order to maintain required maintenance services and perform_prompt services,
‘an additional forty-five personnel are required as follows:

4 - Journeyman Carpenter 12 - ‘Journeyman Air Conditioning Mechanics

2 - Carpenter 1 ’ 6 - Air Conditioning Trades Helper

2 - Shade Mechanic II - Journeyman Painter e

2 - Shade Mechanic I Audio Visual Mechanic III
2 - Journeyman Electrician - Journeyman Carpenter (Locksmith)
2
1
.. 1

o N S
]

- Electrician 1 Automotive Equipment Operator I
- Journeyman Mason Foreman, Lock Department
- Mason I - 1 - Foreman, Metal Shop

—
[}

Anticipated work load and personnel will require additional materials and supplies
tost of which is estimated at $100,000,00.
Afso included in this area are services which are wholly or partially provided by
‘contract services; i.e., painting of buildings; air conditioning (emergency);
portable moves; roof repairs; termite services; paving; septic tank and waste!

4

.at a cost of $944,100,00.

PROPOSED BUDGET

Account BASIC BUDGKT PROPOSED INCREASE _EXPANDED BUDGET
Code No. Emp. Amount No. Emp. Amount No. Emp. Amount

} 2410.20 | 346 2,986,607 45 385,759 391 3,372,366
2110.23 35,500 35,500
2410.26 15,000 3,000 18,000
2420,10 740,000 | , 740,000
220,30 125,000 1 125,000
220,00 79,100 79,100
21430,00 690,000 100,000 790,000
285401 76,900 25,000 101,900
284,01 112,500 112,500
TOTALS : 346 4,748,107 us 626,259 5,374,366
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Operations Administration

for noan-school activities. Amount of clerical time

AR . Y
OBJECTIVES : , INDICATORS

To provide efficient overall adt;xinis- ' Program cost per pupil

tration of the Operations program., \ Administrative cost/Total program
’ cost (%)

To insure efficient utilization of _ Annual cost of elect:r'i_c, telephone,

utilities. water, fuel, and waste services.
Number of requests for increased
service.

Utilities costs per pupil,
.Rat:e of change of utilities costs.

To implement Board policy as it per- Number of applications for use
tains to the use of school facilities Amount of custodial overtime

- Number of Government agency requests
. Total uncollectable accounts ($)

—* R

PROPOSED PLANS

R bt Tate o

The overall management of this program is provided by the Director
and his clerical staff. Included in this area are the building rental function,
review of custodial procedures and policies, rasearch of materials and equip-
ment, direction and coordination of the training function, and development of
operating procedures. : :

The utilities utilization effort is controlled by the Utilities
Supervisor, and consists of monitoring utilities costs, developing utilities
budgets, reviewing operating procedures, inspecting school utilities areas,
and directing research in the utilities area. : '

Specific projects underway in this area are: detailed analysis of
alternative methods of garbage disposal; analysis of advantages of WATS ser-
vice for the Administration and Planning Program Area; and analysis of cen-

" trifugal chiller operating costs for the formulation of equipment ‘selection
criteria. : ' :

145
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Operations Administration (cont'd) |

PROPOSED BUDGET - Part I
Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code Noe Empe. Amount No. Emp. Amovnt No. Empe Amount
2034,10° 600 600
2310.00 P4 27,462 2 27,462
2310.40 3 20,193 1 5,000 L 25,193
4
2360,00 1,100 1,100
2360.08 672 672
TOTALS: 5 50,027 55,027
OBJECTIVES B INDICATORS
.
l. To provide required supplies-and Per student expenditure
equipment o Number of equipment-Replacements

Number of stock requisitions
Number of specifications

'Custo.dial staffing formula _
Man days of custodian vacancies
Amount of custodial overtime

2, To provide necessary pétsonnel-
maids and custodians

Number—of training programs
Man hours of training
Inspection reports

3. To train custodians-and maids

Time and motion studiés:

4., To recommend schedule assignments ) 4
' Number of schedules

.5. To inspect buildings and grounds- Number of inspections

146
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Operations Administration (cont'd)

PROPOSED PLANS

The provision of custodial services is accomplished by the Cus-
todial Supervisor, 3 Inspectors, and Yarious substitute and part time cus-
todians. Functions included in this area are:, assignment of substitutes
and part time personnel; provision of supplies and equipment; training; in-
spection of buildings and grounds; development of standard methods and pro- h
cedures for custodial maintenance; filling of custodial vacancies; and as-
signment of part time or temporary. help as required.

Plans for increasing the effective provision of inspection,
training, and supervision, necessitate the decentralization of this effort.
One supervisor and one inspector should be allocated to each district.

A concentrated research program will be implemented to determine
the most effective tools, supplies, equipment, and methods available in
the sanitation field.

PROPOSED BUDGET - Part II

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET -
Code No. Empe Amount No. Empe Amount No. Empe Amount

2310.10 4 36,948 10 99,000 14 135,948 J
2360.00 2,200 5,500 7,700 |
10L,500 143,648
PROPOSED BUDGET (Sumai-y)

39,148

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code Noe. Empe Amount No. Empe Amount No. Empe Amount l

2034.10 600 600 I
2310.10 6 6h,b30 | 10 99,000 16 163,410
2310.40 3 20,193 1 5,000 b 25,193
I 2360.00 3,300 ‘ 5,000 ° 8,800
| 2360.08 672 672
| ToraLs: 9 89,175 11 109,500 | 20 198,675 |
147 |
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Operatidns Administration - All Locations (cont'd)

PROPOSED BUDGET
ACEOunt BASIC BUDGET PROPOSED INCREASE _EXPANDED BUDGET
Code Noe. Emp. | Amount No. Emp. | Amount No. Emp. |  Amount
2310.22 98,840 ~ : 98,840
2310.26 20,000* N 70,000
2360.00 | 51,000 51,000
844,01 1,700 1,700
2854.,01 5,000 5,000
| moTaLs: ' 226, 540

*includes overtime and substitute custodians at all centers.
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OBJECTIVES [ : INDICATORS
To provide adequate.facilities | Total expenditure for new student
for ell programs. stations
Percentage of capital outlay budget
expended on new student stations
‘Cumulative ‘number of months of delay
due-to site availability
To modernize ‘and renovate existing Total number of'renoVation requests
plants ' on file .;

Number of projects completed |
Cost of modernization and renovation A
e ) projects |

' Increase in air conditioned space
Percentage of'capital outlay budget -
" expended on renovation and modern-

’ ization.

PROPOSED PLANS °

'  The Director of School Plant Planning, Site Planning Supervisor and two.
secretaries coordinate the pertinent activities of those involved in the
following functions:-

School Plant Planning .
Educational Equipment Selection and Procurement
Architectural Design

Construction Scheduling and Planning
Construction Contracting i

Construction Supervision

Project Control _
Site Selection, Procurement and Improvement

Specific major projects under construction are: Three high:schools; two
elementary schools; thirteen Kindergarten and one Special Education Center.
Major projects in some phase of architectural design are: One Junior high
school, four elementary schools; one Special Center; one major Junior high
school addition and one major elementary school addition. Smaller projects
in some serious prearchitectural planning stage are: Two comprehensive
senior high schools; three junior high schools and five major (million
dollar plus) additions to secondary schools. ' .

149
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Plant Pianning - Proposed Plans (cont'd)

There are, in addition to these, in excess of 250 smaller funded projects
which are in some phase of engineering development or construction.

Planned site acquisition for next year approximates 70 parcels for 19 school

sites. The current catalogue of required comstruction and needed sites

totals $347,766,920.

Specific projects which will be accomplished to enhance the planning effort
and facilitate project and capital requirements control are:

A - Placing capital requirements requests on an EDP basis to enable an
accurate and speedy manipulation of data so that listings by various

categories and within assigned financial parameters may be prepared on

a timely basis.

B - An evaluation system for completed plants will be developed to enable
the dissemination of information concerning both the good and bad features

- PROPOSED BUDGET

C - Establishing complete project control on the scheduling, progress
reporting, finance and management of selected major ‘projects.

from an educational point of view and encourage inclusion of desirable
features in new plant plans.

150
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TOTALS : .
————— e e

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
*Code N(_)' Emp. Ar;ount No. Emp, Amount No. Emp. Amount
2014. 00 4 $ 45,204
2014.03 ‘ 1,000
2034.27. 1,100
2844.00 550




- 2) The investigation of violations pertaining to personnel and facilities; and.

Security

N . ' OBJECTIVES ; | INDICATORS

To reduce the dollar loss of School Dollar loss due to vandalism and theft
Board property through preventive ac'tiot{s, Number of apprehensions of guilty
such as patrolling Board property, the parties

apprehension of the guilty, recovery of Dollars of restitution collected

equipment, and collection of restitution. Value of equipment recovered.

'.

' |

To protect personnel and students Number of incidents investigated 5

! from harm while involved in school Number of subjects identified and .
activities. prosecuted |

, 1

To prevent damage to persons and Number of incidents investigated :
property by riots and demonstrations. Cost of damage to facilities or - '|

equipment due to riots or demonstrations{

#

PROPOSED PLANS

The Security program plans are formulated around three primary functions:
1) The prevention of losses to the system due to’'vandalism, theft, and arson;

3) The prevention and control of disturbances, demonstrations, or riots in the
schools. o ’

: Since the prevention and control of disturbances must take priority over
the other functions, all resources have been directed toward this objective,
for the past scveral months. : -

In order to allocate resources for the accompii.shment of patrol and
investigation functions, additional personnel and equipment are required,

Plans call for the assignment of sixty-nine Patrolmen, three Sup:ervisors,
and an Assistant Director to the patrol function. This would allow night and
weékend patrol of all facilities. '

An Assistant Director, and twenty-five Investigators, ‘would be assigned
to the %nvestigation of violations, and recovery of equipment.

Disturbance prevention and riot control will be provided by diverting
personnel from the patrol and investigation functions as required. This area,
as well as the overall direction of the Security program, is under the control
of the Director. '

The Director's clerical staff processes Plant Security Reports, patrol
and investigation reports, and assists in the recovery of equipment and
restitution. ' ' ' .

The reduction of losses and apprehension of violators can be greatly
enhanced through the installation of alarm systems. Additional equipment,

- and two technicians, are required to expedite the movement and j.ns.tallation

of alarms in required areas.

1452




Securitx' (cont'd)

PROPOSED BUDGET

Account

BASIC BUDGET

PROPOSED INCREASE

EXPANDED BUDGET

Code No. Emp. Anount No. Emp. Amount No. Emp. Amount
2014.00 | 49 457,923 58 529,463 107 987,386
2014.03 5,000 5,000
2014 .06 6,000 6,000

20,000 20,000

6,000

3,450

- 2034.,27

47,300

62,700

110,000

' 2034.28

1,200

2844 ,01

20,000

k0,750

60,750

2410,20

13,638

13,638

TOTALS:

49

566,873

657, 4ol

Plant Operations Support

gl 109 T]TTZ%. 27k

PROPOSED BUDGET

Account BASIC BUDGET PROPOSED INCREASE EXPANDED BUDGET
Code Noe Empe Amount No. Emp. Amount No. Emp. Amount
2341.00 9,000  9.000
2342.00 9,400 9,400
2343.00 150 150
2344.,00 " 4,096 4,096
2k10.20 1l 6,400 1l 6,400
2620.10 - 33,600 12,000 45,600
TOTALS: 1 62,646 T 12,000 1 74,646

152

153




APPENDIX B

PERSONNEL DIVISION PROGRAM REPORT

PHYSICAL PLANT DIVISION PROGRAM REPORT
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Page of \
PROGRAM REPORT
 (Jwy-1, _70_ - December 31, 70 ) h )
PROGRAM AREA: ADMINISTRATION PLANNING
- PROGRAM: PERSONNEL
“SUB-PROGRAM:  PZRSONNEL POLICY DEVELOPMCHT AND . ‘ Co :
' ADMINISTRATIVE STAFFING
OBJECTIVES ‘ INDICATOR -DATA
) To develop personnel staffing Number of policies revised, submitted
. . policies that will insure equal to the School Board and Approved.
- consideration of all qualified . ‘ o NONE
- applicants ancd selection of the best :
qualified applicant.
To revise the Handbook of Instruce A revised regular Hzndbook -1
tional and Clerical Allocations to A Handbook for alternate plan of
schools and district offices and staffing - . 1
prepare a consolidated report of A consolidated report of Instructionall
‘staffing each school year. and Clerical staffing in schools and
: district offices. ) 1
To develop personnel ‘policies for Proposed policies for selection of
the selection of persons to fill persons to fill administrative
administrative positions, i.e., positions. approved by the School
coordinators, supervisors, directors,| Board. *  One Revision
principals and assistant principals. .
To provide the services necessary for] Number of Positions zdvertised 104 |
the identification and selection of | Number of applications reviewed 1480 ' |
qualified administrators for staff Number of interviews c¢onducted 559
positions. Number of positions filled " 66

o . : . . PPBES FORM C-1 - 70




PROGRAM REPORT °
(Juiy 1, 1970 - December 31, 1970)

PROGRAM AREA: PERSONNEZL DEPARTMENT
PROGRAM: |
SUB-PROGRAM:  INSTRUCTIONAL STAFFING

OBJECTIVES INDICATOR DATA

To provide the instructional staff 1,249 new teachers employed to open
. (teachers) for the school system school 8-17-70 -
: . 35 new teachers:-employed during
Lt ' - September 1970
. 30 new teachers employed during
October 1970
: .1+ 32, new teachers cmployed during
; . November 1970
- e . 55 new teachers employed during
. December 1970 . .

T

: - ‘ 1,502 . new teachérs- efiployed as of
December 21, 1970

A Annual State Accreditation Report
. ' (ACC-3) indicates a substantial

: percentage of staff teaching out of
field. (See report in Mr. Parnell's
Office) . -

. ' Personncl recruites interviewed
approximately 5,000 zpplicants for
instructional positions on campuses
in 28 states and Florida. '

Administrative Research report indi-
cates 42l new teachers were recruited
frem outside Florida. .

5,223 instructional upplicants were
- .| intervicved in personnel office from
January 2, 1970 to December 70, 1970.
Data for six (6) montns as follows:
505 July 1970 178 Octover
500 August 262 November
2ho Septgmber 419 December

3

- PPBES FORM C-1 - .70
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OBJECTIVES

INDICATOR " DATA '

To ﬁrovide emergency substitute
teachers for the schools.

To provide counseling services for
teachers with regard to evaluation,
continuing employment, reassignment,
dismissal and certification.

as of August 24, 197C.

_ court—-ordered transfers areflected in

- Approximately 150 teachers had

reassignments, both voluntary and

1,523 applications for reassignment
were filed by instructional personnel

2,641 positions were filled by .
reassignnent (effective 8-24<=70)
452 . July 1970 Lu4s October

222 " hugust 76 November
1,310 September ) EDecember

Note: The pairing of schools and otherq|

the September and October transfers.

1,297 persons vere processed as °
emergency substitutes as of September

328 llovember t .
119 December - v
Each month approximately 30-40

principals call for assistance in’
obtaining substitute teachers.

-

conferences to go over their evalua=
tions and other material in personnel
folders. Over 100 persons had
conferences relating to theixn

involuntary.

An inordinate number .of conferences
were held in refernce to cerfification,
a. over 100 per day via telephone
b. oyer 100 per week in personal

~ conferences - ' :

Over 150 conferences were ‘held with
individual teachers and principals
concerning the wnsatisfactory perfor=
mance of the teachers who were not
being recommended for annual
reappointment.

PPBES FORM C-2 - 70




PROGRAM SUMMARY

For summary, referente is made to the objec_tivés and their indicators as
}isted originally, : .

Objective One has to do with the machinery involved with obfaining the
applicant for the instructional positions to be filled annually. This
includes the securing of applications, their review and appraisal, the
interviewing of the applicants and their ultimate employment and assignmentd
This function is a twelve-month process per year, with seasoned highs durin
the months of January through Auguste '

Also included in Objective One are the many conferences and processing with
regard to already employed personnel who are seeking recssignment to one of

the anticipated vacancies. In addition, there have been a large number of ‘e

involuntary transfers tecause of desegregation, changes in pupil enrollmer*
and pairing of shools. . .

Objective Two deals with the registering of ‘substitute teachers. The total
figures reveal the volume of work involved here. It should be recognized
also that the processing of a person on the ‘substitute roles also
necessitates a referral to the certification office to determine the, - .
obtaining of a Florida teacher's certification. It shopld be noted that

there are seasonal highs in the volume here alsoe. :

The Third Objective is the most difficult-to enclose in a meaningful
etatistic because of the nature of the counseling processe In some cases,
a teacher who is not being recommended for reappointment will have scveral
conferences vhereas teachers with lesser problems will request only one
brief conference. : ‘

Because of the recent cou;-t-ordered desegregation transfers, there is a
continuing volume of persons requesting conferences in this regarde

The problems involved in teacher certification are unbelievably menifold. |
Sometimes they require a number of in-person conferences as well as several
telephone calls. Even though this volume may reach seasonal highs during

the opening of school and immediately thereafter,’ the need for counseling in
this area remains high throughout the school yeare c

The members of the staff in instructiozal staffing devote much of their tim
in conferences with the principal of geiools with regard to the problems
already mentioned in previaus paragraphs. iany principuls prefer to discus
the specific criteria of their teahcing vancancies vith a member of

instructional staffing. This appect is not ref]:ected in the indicator data.

PPBES FORM C-3 - 70
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) PROGRAM REPORT

, (July-1, 1970 - December 31, 1970)

PROGRAM AREA: .
- PROGRAM : Personnel Department ’
SUB-PROGRAM: Non-Instructional Staffing
OBJECTIVES INDICATOR -DATA

1. To provide the Non-Instructional
staff (not including
adninistrators) for the school
system,

2. To providé for recruitment of
applicants for none-instructional
positions

Total nwiber of vacancies in each job
classification each month

J A S8

21 % To 34 '4'2 32
22 15 25 16 20.

Clerical
Custodial .

Average number of days required to
£ill pos:Lt:Lons in each classification
each. month

J- A S .
Clerioal 0 & '5- K 5 '8'.
Custodial Estimate 14 days each
_month !
-

Total number of full t:une personnel

hired each month
. S- 0 N

Clerical '1'7 7?4 o 3 T2 32
Custod1a1 55 54 26 26 23 17

Total nunber of temporary personnel

hired 'each month .
Jd A S 0 N D
Estimates 75 10 20 15 10 ¥

Total nymber of advertisements per ‘

month .

J A S QoD
sds 2 2 3 & 2 2
Total advertising days 122

Total number of persons respondmg to
advertising each month

J A S O I D
!esponses Ts 38 T4 24 16 33
(Estimated)

.

PPBES FORM C-1 - 70
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OBJECTIVES INDICATOR DATA
2. (continued) Percentage of total number of
. . applicants who are screened through
interview and tests each month
) All clerical applicants are tosted
33 1/3% qualify for Maintenance,
S & D and Transportation are
interviewed at those locations
3« To maintain adequate salary .| Total number of classification chénges
schedules and publish the Dade adopted as a result of various
County Schools' Salary Handbook | surveys ' None
Date of publlshed salary handbook
0-12-?0 .
4k, To maintain equity of the Total number of new positions
Unified Classification Plan and | established 3
provide adequate salaries in
support of the Non-Instructional] Total number of reclassiflcatlon '
Staffing function - requests 61
Total nunber of rcclasz-nf:.catlons
recomriended . 14
., -
Total number of positions
reclassified 14
5 To produce & document which : Report indicating comparzson of

describes the authorized
budgeted non-instructional
personnel in each
administrative department

* staff in each department

‘authorized/actual non-instructional -

- PPBES FORM C-2 - 70
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PROGRAM SUMMARY

For this summary, reference muot be made to the objectives and thelr
indicators as originally established.

Objective one cannot be fully reached because the complete personnel
function is divided between four different work locations. ELffective
control is exercised over employment and stafflng in the custodial and
clerical areas. Therefore our statistics in these categories may be
considered accurate. Data was not obtained from Maintenance, Stores and
Distribution, and Transportation. '

Objective two includes the recruitment effort in all categories of
non-instructional employment, except for administrative positions. Huch of
the advertising effort was directed toward filling new jobs; and a minor -
part of it was necessary because of turnover. )

Due to the need at Transportation, at the beélnnlng of this school year,
for fifty-five new Bus Drivers, we found it necessary to run the ad for
‘Bus Drivers several times during the six month period. .

1 The non-instructional staffing function éannot ‘be consolidated, adequately
staffed, end effectively maintained in the Personnel Department because of .
limited physical facilities. Therefore, achievements remain less than
satisfactory. )

In reviewing'the objectives associated with the Wage and Salary functions,
it is felt that further details are required regarding objective five,

‘A number of provlems regarding the establlshment of a budget document of
authorized positions throughout the system have been encountered. Originald
ly it was anticipated that once we established on line capabilities of ’
the terminals all updating and corrections could be handled with ease,
however, during the ensuing period new computer equipment was installed
vhich has to date prevented error corrections-and establishment of this
document. Presently we are still working closely with the Budget
Department and CDP in hopes that finalization may be accompllshed prior
to entalled requests for this years' budget.

- PPBES FORM C-3 - 70
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PROCRAM REPORT

(duly 1, 1970 - December 31, 1970 )

PROGRAM ARTA:
PROGRAM : PERSONNEL

SUB-PROGR*Y: PERSONNEL OPERATIONS AND RECORDS

OBJECTIVES

. INDICATOR DATA

To maintain an updated master record
for all exmployees.

! hv°76

Total number of employees finger- ,
printed and photographed each monih -

Total of 4,900 for period; average of
847 per month.

Total number of paychecks which vere
riot issued on the scheduled pay date -

Indicator data is not provided in
that means for collecting sawe are
not as yet developed to the extent
required to provide meaningful in-
formation. Actually, the number of
Paychecks not issued on scheduled pay
date is reduced substantially by the
issuance of manual checks in those
instances wherein sufficient Gata is
in the record to permit issvance of a !
manual check.

It is sugoested that this indicator
be eliminated.

Total number of new records created -

Total number of versonnel record
changes processed during the six
month period -

nha973 .

PPBLS IO €= -
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INDIC/TOR DATA

To provide a personnel record in-
formation center.

To provide essential personnel
services regarding retiring en-
ployees, credit references, draft
deferments, subpoenas, requests for
leave and temporary duty.

Total number of active personnel files
presently being maintained -

27,000.

Total number of inactive personnel
files presently being maintained -

62,330.

Total number of inactive personnel .
files created -

830.

Total number of applications for
retirement processed -

2h9. .

Totel number of credit references
prepared cach month -

Total of 7,151 for period; average of
1,192 pexr month,

Total number of draft deferment
letters prepared -

. 220.

Total number of subpoena responses
prepared. -

23.

.

?
[y
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ORJECPIVES

LNDICKYOR DATA

To provide administrative support
for all activities of the personnel
department including processing of
14 requisitions, processing of new

g : - | employees and budget preparation,

———sss s @ sesw

o e s
-,

Total number of requisitions processed
each month -

Total of 233 for period; average of
39 per month.,

-

Y
\g
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PROGRAM SUILMARY

No significant problems were encountered during the pericd rela%ing to the
successful achievement of the stated objectives; hovever, it is pointed
out that initial conversion to the use of Sanders Cathode Ray terminals
for direct on-line updating of the co'nputerized master personnel records
vas accomplished during the period.

There remain several major functional areas within the Personnel Department
for which objectives and indicators have not yet been developed. Planning
is continuing in order that these functional areas may be o.dequately
identified and objectives and indicators developed for 19T7L-72.

PPB.“' FOIY C=% = v




PHYSICAL PLANT PROGRAM
July 1, 1970 - December 31, 1970

PROGRAM AREA: Administrative and Support
PROGRAM: Physical Plant

PROGRAM SUMMARY

L T A B e

Significant developments and problems are detailed in sub-program
reports. Of primary importance vere the changes in the Maintenance
sub-programs, and changks in the organization of the Plant Planning
sub-program. The addition of Educational Specifications responsibilit;
and reviev of the indicators in the Plant Planning sub-program has re=
sulted in the number of indicator changes included in that report.

Decentralization of custodial supervision and maintenance services in
continuing, vith construction of the North Maintenance facility

scheduled to begin shoxrtly.

A study 1s in progress by & management consulting firm, to determine
and analyze the alternatives for the provision of architectural and
engineering services in the plant planning and construction programs.

Funds have been budgeted and purchase of & portable standby air cone
ditioning unit is under way. This unit is to be used to allow the
continued use of smaller (6 packs, kindergarten buildings) eir con-
ditioned facilities during extended A/C equipment outages. Study is
continuing on the feasibility of this system for larger facilities.

' PPRIWQ taDu M A
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; PROGRAM REPORT

(July 1, 1970 - December 31, 1970)

PROGRAM AREA: ADMINISTRATIVE AND SUPPORT 4
PROGRAN: PHYSICAL PLANT
SUB-PKOGRAM:  OPERATIONS ADMINISTRATION

, OBJECTIVES INDICATOR DATA
TO PROVIDE EFFICIENT OVERALL AD- Per Pupil - $.34
MINISTRATION OF THE OPERATIONS .

Administrative cost 1% of total
program

PROGRAM

.
4
| 4

PPBES FORM C-1 - 70




PROGRAM REPORT

e TR AN, T

PN PRI AU R

(July 1, 1970 -

December 31, 1970)

PROGRAM AREA3 ADMINISTRATIVE AND SUPPORT

PROGRAM: PHYSICAL PLANT

SUB-PROGRAM:  OPERATIONS ADMINISTRATION--UTILITY UTILIZATION

.

OBJECTIVES

INDICATOR DATA

BT

Call

T0 INSURE EF?ICIENT UTILIZATION OF
UTILITIES

sopie o

'rotal. cost six-month period - !
$1,838,097

Per Pupil - $7.66

Rate of change - +20%
Electric - $1,028,375
Telephone - 319,814
386,000

Water, Sewer

Fuel

103,908

Requests for c.hnnge. in service - 180

PPBES FORM C-1 - 70
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~ PROGRAM REPORT
(July 1, 1970 = December 31, 1970)

PROGRAM AREA: ADMINISTRATIVE AND SUPPORT

PROGRAM: PHYSICAL PLANT

SUB=-PROGRAM: OPERATIONS ADMINISTRATION--RENTALS

-Puﬁe 3 of _4

OBJECTIVES

INDICATOR DATA

T0 IMPLEMENT BOARD POLICY AS IT
PERTAINS TO THE USE OF SCHOOL
FACILITIES FOR NON SCHOOL ACTIVITIES

.‘ .

sepee

Number of Applications - 370
Amount of Custodial Overtime = $9840
Amount of Clerical Time - $3500

Number of Government Agency Re'quest:l'
. - 48

"

ot

PPBES FORM C-1 = 70




PROGRAM SUMMARY

Ane additional clerk-typieft: was auigned to the office otaff.

-mp apeciﬂcatiou updaced. _ .

e me-otmeas o

YR

"i,.! B
g
s '
St
. i
;
.

170.

. 170
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PROGRAM REPORT

(July 1, 1970 = December 31, 1970)

PROGRAM AREA:; ADMINISTRATIVE AND SUPPORT
PROGRAM¢ PHYSICAL PLANT

SUB-PROGRAM:  CUSTODIAL SERVICES

OBJECTIVES INDICATOR DATA

TO PROVIDE REQUIRED SUPPLIES AND Per student expenditure - $1.50
EQUIPMENT Number of equipmeiit-Replacements = 39
Number of stock requisitions - 2,568
Number of new specifications - 48

TO PROVIDE NECESSARY PERSONNEL- Custodial staffing formula - +18

MAIDS AND CUSTODIANS Man days of custodian vacancies - 104
: Amount of custodial overtime - $31,429

‘-
)

T0 TRAIN CUSTODIANS AND MAIDS | Number of training programs = 6
Man hours of training - 480
Inspection reports = 758

T0 RECOMMEND SCHEDULE ASSIGNMENTS Time and motion studies - 2
e --Number of schediles - 1,378

T0 INSPECT BUILDINGS AND GROUNDS Number of inspections « 758

PPBES FORM C-1 = 70 .
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Six District Supervisory positions were established.

Staffing allocation. formula revised to reflect impact of 10-hour
ddy program. )

" Study relative to changing cost of custodial iuppli.'ea.

Planning for developuent- of trafaicg programs.

172 PPBBB FORM Co3 « 70
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. . PROGRAM REPORT

(oury 1.1?70.h Decembgr.zl. 1970) _ ‘
PROGRAM AREA: Adminiétiative andvshppor:
PROGRAM : Physical Plant . - '
SUD-PROGRAM : Plant Planning
OBJECTIVES INDICATOR DATA ‘

To provide adequate facilities for
all programs : ‘

Amount of funds, number of projects,
and percentage af budget obligated
prior to July &, 1970
‘a. $25,942,828
. b., 314
e 54,92

Amount of funds, number of projects,
and percentage of budget obligated |,
July 1, 1970 - Dec. 31, 197

a.. § 6,095,772 . =

b. 119 -,

c. 12.9%
Amount of funds, number of projects.
in planning, and percentage of budget
.nobligated July 1, - Dec. 31, 1970

a’ . $10,963,834

b 70

c. 23.2%

Amount of funds and percentage in
fund bsalance .

a. § 4,225,640

ba ' '9002 ’ .

Analysis of July 1, ~ Dec. 31, 1970
obligated funds. . '
Q. New student. station
1. § 4,945,000
2, 10.5% of construction
budget

‘3, 81.7% of.July 1, -
, Dec. 31, 1970 budget °
%, 5 projects or 4.3% of

total number of projects|.

' PPBES FORN Ca1 =70
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OBJECTIVES

- INDICATOR DATA

S

U Non-atudent gtations
. 1. §$1,150,772 .
' 2. L 2./02 of consttuction

. . ‘Dudget .

3. ' 18,3% of'July 1,

. . | Deec. 31, 1970 budget.

' b 114 ptojecta or 95, 72
"' . of total Jumber of

<. ptojecto * )

' ¢ .'
Analyeta of July 1 =.Dec."- 31 1970 :
unobli.gu:nd fundsr ' o : '

*- @u: Ney student stationn .
HEDED ) $8.’088 755
T 20 17412 of construction
" .budget " ') '
3. 73 8% of July 1 - ‘o
¢ ‘Dec. 31, 1970 budget
b, .12 ptojecte or 17.4% of
.. t., ' total number of projects
by Non-atudent stations '
»,--'.l..$287§079 '
L 28, 6:11% of conattuctton
. budget .
3.7 26.2% of July 1 -
v, Dee.-31,71970 budget
¢ 4o 58, ptojects or 82.62 of
L total numbet of: projecto

Value of ptojc(.t.s in work Dec..31, 197
. P 347 228 024 -

Renovationa tequesta reco&ved
. (Forms 111) AL .

50 ;

s .

::nqnc;vhttor\s cqn‘p'let'ed

52
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* . ' ' PROGRAM SUMMARY

,The Director of School Plant ,?ianhing, Site Pla.n.ni:tig ‘Superwisor, Supervisor.
of Educacional  Specifications, and three secretaries qoord'inat.e ‘the’ perti-
nent activities of those involved in the following fpnctionsiv O

School Plant Planning . .
Educagidnal Equipment Selection and Procurement’
"Architecturdl Design e o ,
Construction Scheduling and Plamning . .- v
, Construction Contracting . co L . .
Cons truction .Supervision’ * .. . ! LT
- Project Control o i
‘. ™site Selection, Procurement and Improvement
- Developuent of Educational Spec:lficatj.:long..

] ' e . . .o : ‘ ] .
During September, 1970 the Edutational Specifications Department, formerly .
.in the Educationa) Division, was transferred to the Physical 'Plant Division.
The new department will be responsible to‘the Director of .School Plant
Planning and be directed by a Supervisor of Educational Specifications.
In addition to the Supervisor another secretary was. added to the division,

The nature of the vork of the Eéuéatiéml Specificatio'ns Dei’;rtm'ent 16 g0

closely related to the Physical Plant Division that such a wsiove will add-to

the efficiency of plant planning functions. '
e, ¢ e

Thirteen (13) kindergartens, one (1) special edu.cat'iori building, one (1)
elementary school, and one (1) addition were accepted since July.1, 1970.
During the same period several other smaller projects were completed and -
others ‘funded. . . . o '
Additional architectural'planning"w'aa continued on two (2) elementary
schools, one (1) junion high school,.one (1) senior high.!scheol and one (1)
special education center. : e S ' a
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.PROGRAM REPORT

(Jwy 1, 1970, - Decomber 31'. 1970.)

PROGRAM AREA: Administrative and Support
PROGRANM: . Phyaice.l Plant
SUB-PROGRAM Security

OBJECTIVES . |« INDICATOR DATA

To reduce the dollar loss of School Dollar loss due to. vandnlism and
Board property, through preventive ' theft ,
action such s patrolling Board prop- $ 173,907

erty, the apprehension of the guilty,
recovery of stolen equipment, and - Number or apprehensione of guilty’
collection ‘of restitution : . - parties
: . : . . ' ) . 2“8
Dollars of restitution coll'-cted
$ 3)968 ! .

Value of equipment recovered
?

To protect persennel and students: Number of incidents investigated
from harm while involved ia school N 1) B
activities .

Number ‘of sub.jeczs 1dent* fied
* 30 o

Number of subjects prosecuted

.
. J ) . . .

{To prevént damage to persons and " |Number of incidents investigated
property by riots and demonstrations | . - v e

Cost of damage to facilities or equip-
ment due to riots or ‘demonstrations

$ 613"
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: - - PROGRAM REPORT ' B o
(July 1, 1970 = December 31, 1970)

PROGRAM AREA: Administrative and Support

PROGRAMz . - Physical Plant . .

SUB-PROGRAM : Maintenance Services

L
o 4 OBJECTIVES . . ) INDICATOR DATA
To provide labor and materials Number of Work Orders : D
required to keep all buildings, assigned .33 ,142
equipment ‘and grounds in good ) . ' .
condition and proper working order. Number ‘'of Work Otders
tompleted - . 28,209
Nutber of Work Orders | o '
incomplete 4,933
) . Number of Work Orders
. -t a

cancel led

Number of Work Order ﬁrojeéi:s_
completed by contract: - 57

. Number of prevenpive mainten-
ance Work Orders assigned 1,880

Number of preventive ‘mainten-
ance Work Orders completed 1,405

' . L Number of emergency Work
. : . ' Orders assigned - . 3,428

Number of emergency Work -
Orders completed 3.,311

Number of -Work Order delays
due to lack of materials

| Total hourg overtime. - 1,528
d o ' .. S o Total cost for .overt:j.me - $7,530

' : . . . Total Work Order traw{él
o ) ) . time

" PPBES FORM C-1 - 70
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. - PROGRAM REPORT "

(July 1, 1970 = December 31, 1970)

PROGRAM AREA:  Administrative and Support

PROGRAM: _ + Physicel Plant
SUB-PROGRAM : Maintenance Serv:i.ce_s

OBJECTIVES

INDICATOR DATA

To minimize deterioration of
buildings saused by natural elements

- |-and normal usage and maintain the

satisfactory interior and exterior
appearance. ' . .

Cost of Contracted pnintiﬁg e
services . $118,728.00

Cogt of in-house ' painting
services ' $117,030.38

Number of paint related ,
Work Orders ' 90

Number of paint projects. )
programmed 49

. ‘. . ¢ h ¢

Number’ of programmed projects )
completed . ) 15

Programmed repainting .
interval (years) . 6

Number of buildings requiring
paint but not programmed
Interior and Exterior
Interior )

Exterior

~
W - o

Number of complaints on
building appearance .

Average actual painting
interval (years) 9«10

| Number of nonprogrammed

‘projects completed 3

" PPBES FORM C-1 = ‘70
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PROGRAM REPORT '

(Jwy 1, 1970 = Deccmber 31, 1970)

PROGRAM AREA:  Adrinistrative and Support
PROGRAM 3 Physical Plant e
SUB-PROGRAM : Maintenance Sexrvices

OBJECTIVES INDICATOR DATA

PO

To provide services required to
relocate portable buildings.

No.' of .Buuding relocations

requested 74
No. of Buiiding relocations o
completed ' 73
Av.erage'relocation time per 3 Days
building . .
No. of Supporting Work Orders ' 21
Average.cost of maintenance o
~services per Work Order $819.12
Total costs of maintenance
services - §17,201,60
_Total costs. of contracted '
services $72,812,00
Average contract cost per :
building relocation $983.95

Total cost of relocations $90,013.60

' PPBES FORM C-l
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* . ' ' PROGRAM SUMMARY

esigﬁiﬁcanﬁ changes, and/or accomplishments are noted in'aeta:ll' in the ate'
tached project reports. Establishment of the CIF may reeu.lii, in some
changes in objectives-and indicators of this sub-program, in the future.

Indicator data reveals that the Maintenance services workload remained
" relatively stable with the work backlog slightly decreased. However some '
areas continued to accumulate greater backlogs » particulaxly; carpentry and
lockemiths. The additional air conditioning personnel and support equip-
ment ddded late in the reporting period, did et significantly affeqt that
backlog. , - . to : '
" ‘ . ' .. . ' ’ S * e M ) .
.Some indicator data could not.be recovered, or was not available. Deveiop- |
meat of & complete information system is one of the projects of the ,
Maintenance System Project Growps .. - . .. - T

PPBES FORM C-3 - 70
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APPENDIX C

EXCEPTIONAL CHILD OBJECTIVES/INDICATORS
BY SUBPROGRAM (AREA OF EXCEPTIONALITY)
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Exceptional Child
Objectives/Indicators

by

Sub-progran (Area of Exceptionality)
(Draft Copy)

August, 1970




Elementagxl School:

To develop a capacity for
communication.

To teach basic computational skills
and the use of money.

T T

To develop social competency and
emotional security. -

> Lo

EDUCABLE MENTALLY RETARDED

Indicators

Achievement test scores: (reading, spelling)

Number and percent at 2nd grade level
Number and percent at 3rd grade level
Number and percent at higher grade levels

Number and percent of children demonstra-
ting ability to read for information and
safety (measured by scores on Barnell
Loft "Following Directions' exercises,
informal teacher-made tests, or by
ability to recognize signs: stop signs,
etc. included in the Milton Bradley
"See and Read" collection)

Achievement test scores:

Number and percent at 2nd grade level
Number and percent at 3rd grade level
Number and percent at higher grade levels

Number and percent demonstrating ability
to use money (as measured by teacher
observation and/or role-playing)

Number and percent demonstrating ability
to use number combinations in everyday
life (measured by teacher observation
of child's ability to play games invol-
ving number combinations, his ability to
match the number of children in the class
with the number of desks-or whatever-
needed, etc.)

Number and percent of children demonstra-
ting ability to interact positively
with other children and adults (measured
by teacher observation)

Number and percent demonstrating positive
attitudes towards themselves (measured
by standardized personality tests such
as the TAT-Thematic Apperception Test)

Number and percent demonstrating positive
attitudes towards other people (measured
by standardized tests - see above)
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EDUCABLE MENTALLY RETARDED (cont'd)

Elementary School:

To develop independence and
resourcefulness.

To develop basic concepts of
family and community life.

To provide guidelines for
choosing wholesome recre-
ational and leisure time
activities.

Indicators

Number and percent of children demonstrating
ability to initiate activities (as mea-
sured by teacher observation).

Number and percent of children demonstrating
ability to plan and complete activities
(as measured by teacher observation; records
of numbers of tasks planned and completed
out of total numbers assigned).

Numbers and percent demonstrating ability to
care for their own needs at a given age
level (as measured by standardized tests
such as the Vineland Social Maturity Scale).

Number and percent of children demonstrating
(perhaps through role-playing) knowledge
of the names and roles/responsibilities
of members of the family and the
community.

Measured (through informal testing) knowledge
of these names and roles.

Number and percent of children who partici=-
pate in family and/or community activities
(help wash dishes, cut grass, etc. at
home; attend church or temple, public con=

- certs} use public playgrounds, etc.; in
comnunity).

Number and percent participating in school
and community recreational activities
and sports events.

Number and percent participating in activities
relating to music and art.

Number and percent participating in youth
activities such as Scouts, Brownies, etc.

' Number and percent of children whose names

do not appear on rolls of juvenile
authorities or police."
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EDUCABLE MENTALLY RETARDED (cont‘®d)

Elementary School:

To develop gross and fine
motor skills.

To develop habits basic to
health and safety.

Indicators

Number and pvrcent of children scoring at
the 10th grade level on the Purdue :
Perceptual/Motor Inventory; number and
percent scoring above that level; number
and percent scoring below that level.

Number and percent of children demonstrating
ability to compete in individual and team
sports (as measured by number and percent
of times child or team wins and/or number
and percent of times child is chosen as a
team member),

Number and percent participating successfully
in school physical education program
(measured by grades Physical Education
teacher assigns).

Wumber and percent of children meeting
specified physical standards (measured
by check list and/or teacher observation).

Number and percent of children demonstrating
awareness of safety rules (as measured by
informal testing and teacher observation
of adherence to these rules).

Number and percent of children who remain
healthy and safe (measured by percent
and number of days they attend school,
number of times they need hospitalization
or a?other type of special health service,
etc. ).
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EDUCABLE MENTALLY RETARDED (cont'd)

Middle/Junior High School:

To develop arithmatic skills that
are pre-conditions for employment.

To develop acceptable personal
hygiene habits.

To develop reading skills necessary
for safety at home, at work and at

play.

To provide information to youth and
parents through counseling.

To develop a kncwledge of community
services.

To develop skills in reading for
information.

Indicators

Percent of students who can tell time.

Percent of students that can identify
currency: both coins and bills.

Percent of students who can make correct
change for one, five, ten, and twenty
dollar bills.

Check list of standard health habits.. e.g.
bathe every day, brush your teeth twice
a day, cover your mouth when you cough or
sneeze, wash your hands before eating,
etc.

(Teacher made check list to be marked by both
the teacher and the parent).

Percent of students who can identify and read
safety signs, e.g.; stop, detour, do not
enter, watch your step, danger, poison,
flammable, fire exit, etc.

Number and percent of students receiving help
in conference type counseling sessions.

Number and percent of parents receiving help
in conference type counseling sessions.

Teacher made check list.

If you are sick and cannot go to a private
physican where can you go for help? '(Public
Health Clinic)

If you are looking for a job where can you
go to get help in finding work? (State

Employment)

Percent of students who can follow written
instructions.. e.gs; car license, mar=
risge license, join a cludb, start a
savings account, etc.

Percent of students who can fill out social
security forms, employment placement forms
and unemployment compensation forms.

Achievement scores in reading and comprehen-
sion on the Dade County Special Reading
Inventory. (That percent who read and
comprehend at a 3rd grade level).
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EDUCABLE MENTALLY RETARDED (cont'd)

Middle/Junior High School:

To develop social skills such
as good manners at home, at
work and at school.

To provide opportunities for
group participation.

To develop and encourage athletic
ability.

To develop and encourage interest
in spectator sports.

Senior High School:

To prepare an educable mentally
retardate to be self-supporting.

Indicators
Social adjustment inventory marked by teaher.
(Teacher made)
Social adjustiment inventory marked by parent.
(Teacker made)

Number of students in youin organizations..e.g.
scouts, school patrols, church clubs, etc.

Number of measured achievements as outlined
by the Kennedy Physical Fitness Program.

Teacher made rating scale to determine degree
of interest.

Percent that have jobs when they leave schocl.

The number and percent who drop out during the
academic year.
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Elementary School:

Ts modify negative attitudes
and behavior patterns until
acceptable patterns of
behavior are achieved, or
until termination of the
sub=program in grade six.

To develop a more adequate
gself-concept and establish
good interpersonal relation-
ships %ith peers, adults,
authority and family
situations. To minimize
emotional anxieties by the
end of the elementary

school experience.

To improve, strengthen, and
reinforce the basic skills
of reading and arithmetic
which act to enhance self-
confidence. To encourage
creative and spontaneous
thinking.

To develop positive leader-
ship ability and a willingness
to enter into social partici-
pation appropriate with grade
placement.

EMOTIONALLY DISTURBED

Indicators -

Results of teacher constructed sociogram.

Subjective data: evaluations based upon
sub=program teacher's observation.

Standardized tests of social development
such as the Vineland Social Maturity
Scale.

Rate of return from sub-program to full
time regular classroom attendance.

Reports from parents, regular teachers,
snd school psychological specialists
concerning improved behavior.

Reduced ipcidence levels of aggression
and hostile acts directed toward
peers.

Improved scores on standardized achievement
tests. '

Reports by regular classroom teacher of
greater academic success, interest in
learning, and social participation.

Willingness to assume leadership in innova=-
tive or unusual classroom activities.

Number of times the student is selected or
nominated for a leadership role by his
peers.

Willingness to share room responsibilities.

Able to make the transition from primary to
intermediate level social and recreational
development tasks.
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EMOTIONALLY DISTURBED (cont'd)

Hiddle(Junior Higl'i School:

To enable the student to perform
with acceptable behavior to the
extent that he can cope with the
pressures of regular school
placement (related to class sizes,
curriculum and demands of social
conformity)e

To establish techniques for goou
interpersonal relationships with
family members, peers (group and
individual), and adults (teachers,
persons in authority, etc.).

To develop in the child a positive

self-concept which results in self-

revarding achievement (eliminating

extensive/intensive needs for extermal

rewards).

To prepare the individual for coping
with everyday life situations such as
employment, leisure time activities,

decision making, and crisis eventse.

Indicators

Percentage of emotionally disturbed students
making successful adjustments in their
return to regular school settings per
academic year.

Differences in the incidence of dis-
1uptive behavior when returned pupils
are compared with peers who remained
in regular classroom placement.

Regular follow up interviews with parents
should indicate reports of improved
intrafamilial relationships.

Sociometric evaluation by peers should show
significant improvement in peer acceptance
as measured by choice frequency. (Bower,
1960. "Class Play Technique').

Reduced number of incidents relating to de-
viant behavior in inter-personal relation-
ships (at schocl as measured by teacher
rating) (C. E. Bower, Eli, 1960, Pupil
Behavior Rating Scale).

Pupil who is ready to return to regular
class should show greater ascendency
as measured by the Gordon Personal
Profile measure of self-concept.

Pupils should show greater performance auto-
nomy as measured by direct teacher obser-
vation of his ability to persist unaided
on assigned tasks.

Percentage of children who can successfully
participate in work study program or
employment skill training.

Pupil should show an increased ability in
analytical thinking as measured by
objective testa such as the Heston
Personal Adjustment Inventory.

Returned pupils should show significantly
smaller number of drop outs when compared
with pupils identified as disturbed who
did not participate in the program.
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EMOTIONALLY DISTURBED (cont'd)

Middle/Junior High School:

To evoke from the student, perfor-
mances (academic, vocational., and
creative) in keeping with his
inherent potential.

191
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Indicators

Reduction of discrepancy between intellectual
potential as measured by standard I.Q. test
(WISC) and academic achievement as measured
by the Iowa test of Basic Skills.

Increased vocational interest profile
differentiation as measured by the
Thurstone Interest Schedule.
(differentiation presumes increased
maturity of vocational interest).

Increased creative potential as measured
by the Baron Welch test.




Elementary School:
To identify gifted pupils

To develop talent or talents

of gifted pupils such as
academic, creative, reasoning,
performing, communication,
forecasting, and decision-making.

To develop interests in areas other
than the ones for which a pupil is
considered talented.

To develop abilities to pursue
interests independently.

1

192
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Indicators

Number and percentage of pupils scoring
above 130 on an Intelligence Test.

Number and percentage of pupils scoring
above the established norms on Torrance
Tests of Creativity.

Number and percentage of pupils scoring
above the 90 percentile on achievement
test.

Number and percentage of pupils meeting
more than 90% of the selection criteria.

Number and percent of pupils at defined
levels who achieve 90% or more by formal
and/or informal assessments.

Number sand percent of pupils reaching this
objective.

Number and percent of pupils at defined
levels who achieve specific skills
as determined by formal assessments.

Number and percent of pupils needing more
development.

Number and percent of pupils who will exhibit
a defined increased in assessed interests
other than the ones for which the pupils
are considered talented after one year
in the program.

Number and percent of pupils who achieved
above the average norms of creative
thinking after one year in the program.

Number and percent of satisfactory partici-
pants after one year in the program.

Number and percent of pupils performing

independently in a satisfactory manner oo

as determined by anecodotal records.

Number and percent of pupils who are rated by
teachers as satifactory independent learners.

Number and percent of pupils who fulfill :
contractual agreements satisfactorily.

Number and percent of pupils equipped for
independent living after onme year in the
program.




GIFTED (cont'd)

Elementary School:

{ To develop group interests toward
| recognition of societal responsi-
bilities.
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Indicators

Number and percent of pupils making contri-
butions to group organizations.

Number and percent of pupils performing
satisfactorily in group situations
as determined by anecodotal records.

Number and percent of pupils actively
participating in out-of-school or
community activities and organizations.

Number and percent of pupils who are rated
by their teachers as making satisfactory
responses to group efforts.
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Elementary School:

To effectively provide services
for hearing impaired students.

To develop oral communication
skills.

To develop effective written
communication skills.

| To develop the capacity for
intellectual advancement
through reading skills.

HEARING IMPAIRED

Indicators

Number of students enrolled in the hearing
impaired program--pre-school and elemen-

tary.

Percentage of hearing impaired students ser-
viced in the program as compared to the
number of hearing impaired students in
Dade County.

Number of hearing impaired students developing
intelligible speech as measured by the
teacher on these various level scales:
(C.I.D.) PB word lists 1, 2, 3, 4; R List
1; mutiple~-choice word list of Ohio State
University; Larsen Sound-Discrimination
list.

Number of hearing impaired students able to
develop expressive language skills as
stated on elementary (primary and inter-
mediate) levels in the Buell curriculum
guide; Quill curriculum guide; Fitzgerald
Key; Pugh Language Development Manual.

Number of hearing impaired students developing
good lipreading skills as measured by BIL
sentences; Buell list of lipreading words
and sentences at different elementary levels;
Quill manual-lipreading goals.

Number of students able to express ideas in
proper grammatical form as measured by
the number and percent of students able
to score at grade level according to the
Quill and Buell scales.

Reading comprehension at elementary level as
measured by Metropolitan and Stanford
Achievement tests.

Vocabulary development at the elementary level
as measured by the Stanford Achievement tests:
appropriate scale in Quill Curriculum Guide.
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HEARING IMPAIRED

Elementary School:
To develop good social skills.

To prepare hearing impaired children
for future successful community
living.

To counsel regularly with the parents
of the hearing impaired children.

To effectively fuse children into
hearing classes.

Indicators

Percentage of children able to successfully
interact with a group (normal/heaing
impaired children) as measured by teacher
observation in both groups.

Scores obtained on various social maturity
scales, i.e.; Yineland Social Maturity
Scale, as measured by the percent and
number of students able to obtain a
score above 9 years.

Results of sociometric tests measuring leaders,
isolates, rejectees.

Percentage of children able to work indepen-
dently with minimal aid from exceptional
child teacher or resource teacher,

Number and percent of childien eble to follow
oral and written directions successfully for
their grade and chronological level.

Number of meetings with each parent.

Percentage of total number of parents partici-
pating in the meetings.

Parental satisfaction as reported on a prepared
form.

Percentage of hearing impaired children who are
performing satisfactorily in the regular
classroom==by teacher report.

Achievement test scores:

Reading, spelling, language, and mathematics.
Number and percent at grade level.
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HEARING IMPAIRED (cont'd)

Middle/Junior High School:

To effectively provide services for
hearing impaired students.

To develop oral communication skills.

To develop effective written
communication skills.

To develop the capacity for intellec-
tual advancement through reading
skills,

Indicators
Number of students enrolled in the hearing
impaired program--Middle/Junior High School.

Percentage of hearing impaired students ser-
viced in the program as compared to the
number of hearing impaired students in
Dade County.

Number of hearing impaired students develop.
ing intelligible speech as measured by
the teacher on these various level scales:
(C.I.D.) PB word list of Ohio State
University; Larsen Sound Discrimination list;
Slosson Test for Oral Language.

Number of hearing impaired developing goocZ
lipreading skills as measured by BTL
Sentences; C.I.D. everyday speech lists
A-I; Buell list of Lipreading Words and
sentences at Middle/Junior High School
level; Quill Manual--lipreading goals.

Number of hearing impaired students able to
develop expressive language skills es
stated on the Middle/Junior High level in
Buell Curriculum Guide; Quill Curriculum
Guide; Fitzgerald Key; Pugh Manual for
Language Development.

Number of students able to express ideas in
proper grammatical form as measured by the
number and percent of students able to
score at grade level according to the Quill
and Buell Scales.

Number and percent who score above grade level
on the grammar subtest of the Stanford
Achievement Test.

Reading comprehension at the Middle/Junior High
achool level zs3 measured by the Stanford
Achievement Test and the Bottel Reading
Inventory.
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HEARING IMPAIRED (cont'd)

Middle/Junior ‘High School:

To develop good social skills.

To prepare hearing impaired
students for future indepen-
dent community living.

To counsel regularly with the
parents of hearing impaired
students.

To effectively fuse children
into hearing classes.

Indicators

Percentage of children able to successfully
interact with a group (normal hearing/
hearing impaired) children or students
as measured by teacher observation.

Scores obtained on various social maturity
scales such as the Vineland Maturity
Scales and the Verbal Language Develop-
ment Scale (as extension of the Vineland
Social Maturity Scale).

Results of sociometric test measuring leader-
ship, popularity and socialization.

Percentage of children able to work indepen-
dently with minimal aid from exceptional
child teacher or resource teacher.

Number and percent of children able to follow
oral and written directions successfully.

Number and percent of students able to partici-
pate in a pre-vocational program.

Number and percent of students able to partici-
pate in an academic program in preparation
for higher education.

lNumber of meetings with each parent(s).

Percentage of total number of parents
participating in the meetings.

Parental satisfaction as reported on a
prepared form which indicates realistic

80818.

Percentage of hearing impaired students who
are performing satisfactorily in the
regular classroom=-by teacher reports-
and observations.

Achievement test scores:

Social sciences, English, mathematics,

science, langusage.
Number and percent at grade level.
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HOMEBOUND=-HOSPITAL

Elementary School
Middle/Junior High School
Senior High School

To maintain and develop study habits
in all academic areas for homebound=-

hopitalized pupils.

To maintain and promote social and

emotional growth for all homebound-

hospitalized pupils.

To provide for the educational
needs of the temporarily home-
bound=hospitalized pupil so that
he can return to his regular
classroom without loss of academic
achievement,

To help the permanently and
temporarily homebound-
hospitalized pupil to adjust
to his handicap, if any, and
accept hic limitations.

To provide for the continuing
educational needs of the
permanently homebound-
hospitalized pupil resulting
in the awarding of a high
school diploma and/or a
certificate of termination.

Indicators

Inventory of study skills prior to pupil’s
return to regular classroom.

Teacher and parent opinion as to degree of
social and emotional growth as indicated
on check list of evaluation sent to parents
and teachers when pupil returns to regular
classroom. Check list forwarded for
evaluation within six weeks after return
to school.

Number of temporarily homebound-hospitalized
pupils served during school year.

Check list that will indicate the percentage
of pupils returning to regular classroom.

Measured satisfaction of parents and teachers
of pupils returning to regular classroom.

Professional opinion (teachers and doctors)
through a check list obtained at end of
elementary level, middle/junior level,
and senior high level.

Number of permanently homebound-hospitalized
pupils served each school year.

Number of permanently homebound-hospitalized
pupils receiving a high school diploma and/
or certificate of termination each school
Year.

Measured satisfaction of parents of students
terminating because of age.




LEARNING DISABILITIES

Elementary School Indicators
To identify learning disabled Number of children identified during academic
children. rvear by classroom teacher.

Number of children not identified until after
the primary years.

e o L e

The number of children tested by program
personnel. *

The number of children tested by program
personnel and identified as learning
disabled.

Reduction in the number of children not
needing the services of the Learning
Disabilities program but needing other
school services.

To remediate specific learning The number and percent of children exhibiting
disabilities as far as possible sustained growth in the deficit areas as
so that the child may learn more shown by standardized tests which measure:
effectively. . .
a., Verbal and computational intelligence
(WISC)
b. Level of vocabulary and language devel=-
opment
(Peabody Picture Vocabulary Test)
(ITPA)

(Detroit Test of Learning Aptitude)
c. Oral and silent reading
d. Reading comprehension
e. Word analysis and attack skills
(Tests for ¢, d, and e -~ such as:)
(Gates McKillops)
(Spache Diagnostic Reading Scales)
(Durrell-Sullivan Tests)
(Gilmore Cral Reading Tests)
f. Computational skills
(Standford Diagnostic Arithmetic Test)
g. Visual Perception and discrimination
! (Frosting)
(Bender Gestalt)
(Winter Haven)
h. Auditory perception and discrimination
(Wepman)
- (ITPA)
(Detroit Test of Learning Aptitude
i. Level of motor development
(Purdue perceptual-Motor Survey)
(ITPA)
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LEARNING DISABILITIES (cont'd)

Elementary School:

To provide and educational setting
and program for that child whosec dige-
abilities are so severe that he can
never function in a regular class-

roome.

indicatore

The number and percent of children achieving
near capacity level at the end of an
academic year as measured by standardized
tests which measure:

(See tests for indicators on the previous
page)

The number of students returned to regular
classrooms.

The number of children identified as having
learning disabilities who receive remedia-
tion through the classroom teacker with the
assistance of the learning disabilities
teacher,

Number of children that teachers feel cannot
cope with the regular classroom setting
due to hyper-activity and/or brain

injury.




PHYSICALLY HANDICAPPED

Elementary School:

To develop a means of written
communicatione

To provide necessary occupa-
tional and physical therapy.

To serve all physically
handicapped (motor,
neurologically impaired

and special health problems)
requiring such services in
Dade Countye.

To provide services for the
non-academic children
(multiple handicapped,
severe physical involvement
or combination of both).

To prepare students for fusion
into regular school program.

To develop the recognition and
acceptance of abilities and
disabilities.

‘To develop the ability to care
for personal needs i.e. bath-

room, feeding, personal cleanliness.

To develop the ability to
communicate with others.

Indicators

Uses pen, pencil, typewriter satisfactorily
in accordance with physical limitations
as judged by teacher observation.

Percentage of children making a satisfactory
( C ) grado in written work.

Number of hours of therapy,

Number of children in therapy.

Therapy progress reports based on tests devised
by occupational and physical therapists.

Number of children.

Number of teaching units.

Measured satisfaction of parents.
Number of children served.

Acceptable grades (C or better) .n a regular
situation - (full or part time).

Number of children fused.

Adult observation.
Student adjustment.

Occupational therapy testing activities of
daily living as devised by therapists.

Teacher observation and teacher check lists
of skills in self-help care.

Speech intelligibility as measured by teacher
observation.

Speech therapist testing of articulation skills.
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PHYSICALLY HANDICAPPED (cont'd)

Middle(Jum‘.or High School:

To serve all physically handicapped
children in Dade County schools who
have motor, neurological or special
health problems.

To provide services for non-academic
physically handicapped children.

To develop *he ability to
coomunicate with others.

To develop the recognition and
acceptance of personal abilities
and disabvilities (self-concept).

To provide necessary O.T. and P.Te
for the physically handicapped
needing it.

To prepare the student for fusion
into the regular school programe.

Indicators

Number of children.
Number of teaching units.

Measured satisfaction of pure:ta.

Number of non-academic physically hiandicapped
children who are not able to pariicipate
in grade level activities.

‘Speech therapy screening test administered

by school speech therapist.

Teacher observation of students success in
communicating with others in wriiing,
speech or sign and successful completion
of academic tasks using methods best
suited to his disability.

Adult observation.
Student adjustment.

Number of hours of therapy recommended by
student's doctor.

Number of student receiving therapy on
doctor's recommendation.

Number receiving acceptable stanines or percen=-
tiles on standardized tests administered to
total student population,

Successful accomplishment in grade level
subjects as indicated by average or above
marks in academic subjects before fusion.




SOCIALLY MALADJUSTED

Indicators

Middle(Junior High School:

To modify attitudes and behavior to

help the adjudged delinquent student
become more acceptable to society as
a whole.

Number and percent of students who show a
marked improvement in their weekly
evaluation by teachers, counselors, and
social workerse.

Peer reaction via sociograms, teacher
observation, counselor and social worker

evaluatione. .

Achievement test scores.

Reduction in number and percent of those
pupils not attending al grade level.

To motivate students to improve and
develop their language arts skills
since part of their social maladjust-
ment is their inability to communicate
with society as a whole.

Decrease in the number and percent of |

To promote regular school attendance.
absences and tardies per school month.

To establish a more socially
acceptable self-concept vwhich
would 8lso be pleasing to the
delinquent student adjudicated
by the court.

. To develop saleable skills for job
placements when students leave the
formal education situation.

g A

federal, and local laws that have
been broken and caused them to be

sdjudged delinquent by the courte.

To develop a respect for the state,

Number and percent of students who shov a
marked improvement in their weekly
evaluation by teachers, counselors, and
social vorkerse.

Percent of students who show growth in the
area of self-concept as measured by a
self-concept inventory such as
Gordon's '"How I See Myself'.

Number of students placed into vocational
subjects at special schools who continue

and achieve satisfactorilye.

Degree of transfer of adjustment as shown
by his conformity to school regulations
as measured by the number and percent of
decrease in infractions as shown in the
weekly evaluation by the social workers

and counselors.




e R A s Do P e v v

Elementary School
Middle/Junior High School
Senior High School

To improve teachers understanding
of the speech and language patterns
of minority groups, including
Black Americans through meetings
outling appropriate referral
criteria,

To conserve hearing through
audiometric testing, appropriate
referrals and follow=up.

To diagnose and provide appropri-
ate therapy to improve oral
communication skills.

To consult with classroom teachers
and guidance personnel as a means
of remediating speech and/or

language problems,

To provide staff development
through workshops and inservice
training sessions (faculty meetiags).

204

Indicators

Number of hours spent in faculty meetings.
Number of students referred.

N‘umber of appropriate versus inappropriate
referrals,

Number of children given an audiometric
evaluation.

Number of children found to have a hearing
loss by an audiologist (outside of the
school system).

Number of children whose hearing problem is
medically versing educationally remediable,

Total number of zchildren tested.

Total number of children found to have a speech

problem.

Total number of children needing therapy who
could not be served because of lack of
personnel,

Number of hours spant in therapy.

Number of children whose communication skills
have improved as measured by the results of
the Templin-Darley and Goldman-Fristoe
Articulation Tests, and teacher; parent
satisfaction.

Number of hours spent in consultation.
Number of children served by this method.

Number of children who need therapy but must
have consultative services because of lack
of personnel,

Number of students whose speech improved as
measured by the Templin-Darley and the
Goldman~Fristoe Articulation Inventories
and/or Utley Lipreading Test.

Measured satisfaction of parents and school
personnel,

Number of inservice sessions.

Improved audiometric and articulation testing
as evidenced by accuracy of audiological
and medical referrals and
selection.
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TRAINABLE MENTALLY RETARDED

Elementary School:

To effectively provide classes for
trainable mentally retarded chil=~
dren at the elementary level.

To develop and improve gkills in
personal hygiene and to promote
maximum independence in self care
taking into account intellectual
disability.

mo develop socialization with
peer group, family, and
community.

To develop and improve
communtication skills.

To develop and improve gross and
fine motor skills considering the
intellectual disability and/or
physical disability.

To develop adequate work habits
and skills.

~~

Indicators

Percentage of number served compared to the
number in community.

Measured satisfaction of parents with classes.

Number and percent of children with standard
specified health habits, e.g., tooth bruch=
ing, bathing.

Number and percent of children able to feed
themselves in an acceptable manner, €eBo
eat in public restaurant or cafeteria.

Number and percent able to dress themselves
independently and appropriately, €.8.,
zippering, buttoning, raincoats, sweaters.

Number and percent of children remaining in
community rather than in institutions.

Number and percent of children who achieve
a social age of 6t years as determined
by the Vineland Social Maturity Scale
with the teacher as the evaluator.

Number and percent of children able to
follow oral instructions of teacher
or parents.

Number and percent of children able to
communicate adequately with intelligible
speech.

Number and percent of children who achieve
a 6% year developmental level on appropri-
ate speech tests, €.g., Templin-Darley,
Goldman=Fristoe.

" Number and percent of children participating
in physical education.

Number and percent of children able to print
their names and color within limits.

Measured opinion of teachers concerning chil-
dren demonstrating self-digscipline, €.8e
acceptable behavior in classroom, hallways,
auditorium, buses.

Measured opinion by teacher and parents con-
cerning children accepting responsibility
for certain tasks, e.g., care of school
property, making beds, cleaning room.
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TRAINABLE MENTALLY RETARDED (cont'd)

Elementary School:

To develop an interest in leisure
time activities.

Middle/Junior High School:

To develop and improve sgkills in
self-care.

To develop social adjustment.

To develop and improve skills in
communication.

To develop gross and fine motor
skills.

Indicators

Number and percent of children using
community leisure time activities.

Number and percent with socially acceptable
self habits.

Number and percent able to select appropriate
clothing for any occasion and weather.

Number and percent remaining in the community
through adulthood.

Number and percent who are able to function in
a sheltered work shop or day care center.

Number and percent whose social age measures
at seven plus years using the Vineland
Social Maturity Scale with the teacher
as the evaluator.

Number and percent able to follow instructions
from teachers, parents, peers, and employers.

Number and pvrcent able to communicate adequately
with peers and adults.

Number and percent able to score at the seven
plus chronological age on the Tempiin and
Darley Test or the Fristoe Test.

Number and percent participating in physical
education.

Number and percent who are able to write their
names, address, telephone number, and birth-
date.

Number and percent able to know number concepts
up to 100 and to be able to make change for
$1.00.

Number and percent who know colors and use them
correctly.
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TRAINABLE MENTALLY RETARDED (cont'd)

Middle/Junior High School

To develop work habits and skills.

To develop pre-=vocational work
habits and skills on the
secondary level.

To develor skills in wise use of
leisure time.

et e

Indicators

Number and percent showing self-discipline, e.g.
distributing writing paper, books, and other
supplies in the classroom.

Number and percent able to follow directions
given by teachers, peers, and family, e.g.
returning articles and supplies to their
proper places, assisting in clearing tables
in the cafeteria.

Number and percent able to recognize safety signs
in public places and observe safety rules at
school, at home and in the community.

Number and percent who are eligible for a
sheltered workshop.

Number and precent who develop some home
making skills, e.g. simple sewing, simple
ironing and cooking.

Number and percent able to function in the
facilities provided by the community
service organizations.

Number and percent who develop a ilobby.
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VISUALLY HANDICAPPED

Elementary School:

To develop fundamental tools
for academic learning.

To develop the skills needed
by visually handicapped chil-
dren for communication in a
sighted world.

To develop the visually hand-
icapped child's creative
ability through the fine arts.

To teach visually handicapped
children orientation and
mobility skills to enable them
to travel independently in their
homes and schools.

To develop social skills of
visually handicapped chil-
dren.

To develop goud health habits
in visually handicapped chil-
dren.

Indicators

' The number and percent of children scoring
above the sixth grade level on the
indicated achievement test given for the
year, county-wide, adapted in large print
or braille for visually handicapped chil-
dren.

Percentage of visually handicapped children in
the Dade County program successfully fused
into a regular classroom for academic
learning.

The number and percent of children mastering
the Braille code according to check lists
of Braille symbols as introduced in read-
ing series or guide books published by the
American Printing House for the Blind.

The number and percent of children mastering
the use of the typewriter according to a
teacher test based on typewriting method of
the teacher's choice. :

The number and percent of children who show
the ability to express themselves in use
of art media.

The number and percent of children who actively
participate in the music program. ’

The number and percent of children who show '
ability to use the arts for leisure.

The number and percent of children who are
able to organize their personal belongings
according to the teacher's checklist and
ancedotal records.

The number and percent of children who are able
to travel around their homes independently.

The number and percent of visually handicapped
children who are able to travel independently
in their school using mobility according to
a checklist of mobility techniques taught.

The number and percent of visually handicapped
children who are accepted close to or
slightly below the norm for the class, in
which he is fused, according to a sociogram.

The number of absences in school attendance
records for the year.

Number of families following up with health
check-ups and periodic vision checks.
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VISUALLY HANDICAPPED (cont'd)

, Elementary School:

To develop wholesome self-concepts
for emotional stability in the
visually handicapped child.

To develop activities of daily
living.

Middle/Junior High School
Senior High School

To develop a level of academic
capability in blind students
enabling them to complete

an adjusted secondary
curriculum comparable to
that of the sighted child.

To successfully develop

and refine the special skills
necessary to communicate with
a "sighted world'.

Indicators

The number and percent of children able to
accept their physical limitations as
observed by the teacher of the visually
handicapped child.

The number and percent of children who are
able to provide self help in body care
(dressing, bathing, feeding, etc.) accord-
ing to a checklist of the teacher.

Percentage of youngsters fused into classes
for their academic subjects. (Middle/
Junior and Senior).

Percentage of youngsters enrolled in college.
(Senior)

Number going on to Senior High School.
(Middle/Junior)

Percentage graduating from high school.
(Senior)

Results of standardized tests, College Boards
Entrance Exams (Senior) Achievement Tests
(Middle/Junior).

Percentage of youngsters entering Post High
School training programs. (Senior)

Number of children successfully completing a
typing course. (Middle/Junior)

Percentage of children showing a proficiency
in the use of braille writers, talking book,
tape recordings, stylus, and typewriters.

Number fused into academic classes.

~ Subjective opinion of regular classroom teacher
as to child’s ability to receive work (Braille)

etc.; and transmit work (typewritier).
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VISUALLY HANDICAPPED (cont'd)

Middle/Junior High School
Senior High School

To develop pre=-vocational
attitudes and vocational

skills for economic self=
sufficienye.

and Senior)

To provide a knowledge of
good health habits resulting
in the attainment of strength
and coordination.

To provide the orientation and
uwobility skills necessary for
economic independence and social
adjustment.

A% 509

Indicators

Number not dependent upon welfare after comple-
tion of school years. (Middle/Junior and
Senior)

Number placed in training programs and on job.
(Middle/Junior and Senior)

Subjective questionnaire sent to employers.
Teacher observation and evaluation by check-
list of body cleanliness and good groominge.

Number and percent in adjusted Physical Educatio
Program.

Student absenteeism rate.

Number achieving physical fitness standards.

Absence of blindisms viz. rocking, gauging
of eyes etc.

Number and percent working away from home.
(Senior)

Number and percent who can 'trail" around school
grounds. (Middle/Junior)

Number and percent who successfully utilize
cane travel. (Senior)

Number and percent who travel independently.
(Middle/Junior and Senior)

Number and percent involved in social groups
outside of the home. (Middle/Junior and
Senior)

Opinion of teachers as to social adjustment
and desire to be mobile in regular class.

Number and percent being served by a mobility
instruction at least once a week.

Number successfully completing adjusted home
economics course. (Senior)

Parential questionnaire.
Number well groomed due to own efforts.

Number who can care for their own body in
regards to skill associated with physical
development, viz., dressing, eating. (Middle/
Junior)

Number and percent in art and music classes.

Number and percent not involved in secondary
activities.
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APPENDIX D

EXPLORING THE APPLICATION OF
PROGRAM PLANNING, BUDGETING, EVALUATING METHODOLOGY
AT THE SCHOOL LEVEL: A REPORT ON A TEACHER SEMINAR
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INTRODUCTION

During the week of June 22-26, 1970, the PPBES staff in conjunction
with the Division of Instruction sponsored a seminar to explore the
possibilities of using PPB methodology to improve planning and
budgeting at a school level. Since many authors concerned with the
use of PPB methodology in school districts maintain that some use of
the methodology or an adjunct of it is necessary at a school level,
the staff wished to explore the forms which such an application might
entail. Rather than attempt to pilot an unrefined model in an oper-
ational school situation, it was felt that an intensive simulation
of the processes in a controlled situation would provide sufficient
initial feedback both from the direct reactions of the participants
as well as the observations of the project staff. Twenty teachers
who were then assigned to a variety of teaching situutions and
schools were employed for the seminar.

To facilitate the exploration, (cf. Appendix B: Daily Agendas for
Seminar) the teachers after an orientation were asked to develop
measurable objectives for programs which they were currently teaching
or of which they had indepth experience. They were then constituted
as the hypothetical faculty of an elementary and a junior high school
and simulated the development of a program plan and budget for the
schools using guidelines defined by the project staff. After several
days of intemsive simulation of the processes entailed in the guide-~
lines as well as interim discussions, the participants prepared a
comprehensive reaction to the guidelines including their insights
concerning the mix of such activities with current school planning
and budgeting practices (summarized within this report).
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A PROPOSAL FOR A SCHOOL LEVEL PPBES

The project staff presented to the participants & preyposal which
included the development of a achool plan or program memorandum as
part of the budgeting cycle. The program memorandum would consist
of the following elements:

Objectives/indicators for the next academic year by
sub-program (in this instance a particular discipline-
based program such as mathematics or a particular
interdisciplinary level of elementary school such as
kindergarten)

Proposed plans to accomplish the otjectives with a
proposal for any needed additional allocations

Sub-program budgets.

In a proposed calendar presented to the participants, it was
envisioned that the program memorandum would be developed by the
principal and faculty at the end of the academic year. The school
program memorandum would be reviewed by the district superintendent
in sufficient time to allow for the ordering of materials/equipment.
The actual guidelines which the participants used are included next
within this reporte.

The proposal also called for the development of a program report
which would accompany the program memorandum and essentially report
on accomplishments of the planned school programs of the completed
academic year. The elements of this program report would consist of
the following:

Identification of indicator data by sub-program

Narration of major programming accomplishments as well
as problems

Attachment: summary of actual expenditures by sub-program
from the Finance Division. .

Participants obviously could not simulate the development of a program
report; however, the elements of such a document were presented to
them to round out the proposal.
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A,

B.

c.

GUIDELINES FOR THE DEVELOPMENT OF A SCHOOL PROGRAM MEMORANDUM
OBJECTIVES/INDICATORS (PPBES FORM A2-70)

REVIEW OF OBJECTIVES FOR EACH SUB-PROGRAM: The objectives for each sub-
program which will be planned for the next academic year should be carefully
reviewed as part of the process of program planning. This review should be
carefully undertaken by the principal and faculty considering at least four
criteria: Do the objectives as defined adequately reflect those system
priority goals which are appropriate for the school (objectives which are
so0 considered should be labeled: (PRIORITY GOALS); are the objectives as
stzted appropriate for the student population of the school; do these
objectives describe the major bvenefits from a sub-program which accrue to
the learner; are the objectives as defined useful in a PPBES? (see following

page)

REVIEW OF INDICATORS: Indicators for each objective should be listed
adjacent to the described objective. Lines should be typed between each
objective and its set of indicators for readability. A final review of
indicators should be undertaken during the planning process considering

at least two criteria: do the indicators provide a valid basis for
measuring the performance of the program (see following page); is the

data described by the indicatore available or obtainable without cumbersome
procedures?

NUMBER OF COPIES OF FORM: As many copies of this form as are necessary
may be used. In any event the name of the sub-program should be identified
on each copy and the form given a page number when all the documents of the
PROGRAM MEMORANDUM are completed.
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PROPOSED PLANS (PPBES FORM A3-70)

A. OPTIONAL USE OF INDIVIDUAL SUB-PROGRAM PLANS: The principal in cooperation
with the faculty may choose to develop an overall program plan for the entire
school which communicates all the individual sub-program plans as a whole or
individual plans for each sub-program may be developed. If the option of a
total school plan is chosen, this form should be labeled with the name of the
schcol only. If the option of developing individual sub-program plans is
chosen, this form should be labeled with the name of the sub-program as well
es the name of the school.

S TN S e, e e e s e e

B. BASIC PURPOSE: The basic purpose of this form is to describe and detail
; forr another level of decisionmaking the planned combination of resources
; (personnel and materiel) which should result in the achievement of sub-
; program objectives,

i C. IYPE OF PLAN: Most proposed plans will involve a verbal description of the
special activities which have been planned to accomplish the objectives.
Plans should not focus upon typical course patterns which are well known,

i such as the number of classes of English 7, English 8, or Gemeral Math.

1 Plans should describe special arrangements which have been planned to

1 facilitate the achievement of sub-program objectives, such as: documented
articulation of units among different courses of a sub-program; the
establishment of resource centers, programmed instruction labs, remedial
labs, tutorial sessions; the use of special teaching materials or equipment;
, the request for staff development of the faculty in a particular area; the
£ use of support services from the district or system level.

D. AMOUNT OF DETAIL: Proposed plans should be sufficiently detailed to
communicate how the proposed combination of resources will result in the
achievement of objectives. Plans should contain as much specific infor-
mation (number and types of resource units, the number of students who will
be served per week in a remedial lab, the name of special equipment and/or
teaching materials) as is necessary. é

E. NEEDS FOR ADDITIONAL PERSONNE TERIEL ALLOCATIONS: Proposed plans should j
contain a separate section labeled: NEEDS FOR ADDITIONAL ALLOCATIONS i

(if the situation so warrants). This section should describe in detail :
additional resources which are needed over and above the regular school i

‘ allocations, the use to which such resources will be put, and the effect {
| A of the allocations upon the objectives of one or many of the sub-program g
| ] objectives. |
|

!

F. NUMBER OF COPIES OF FORM: As many separate copies of this form as are

necessary may be used. In any event the name of the school (or the name
of the sub-program - school) should be identified on each copy and the
copy given a page number when all the documents of the PROGRAM MEMORANDUM
are completed,
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E.

F.

PROPOSED BUDGET (PPBES FORM A5-70)

EACH SUB-PROGRAM MUST HAVE A SEPARATE BUDGET FORM: A separate budget form
should be developed for each sub-program, including the number of teachers
and/or para-professionals; the amount of equipment, the amount of teaching
materials.

LOCATION NUMBER: The BAS location number for the school should be identified
on each budget form.

ADMINISTRATION/SUPERVISION: A separate budget form should be developed

for the Administration/Supervision sub-program at the school. This sub-
program will include: the principal and assistant principals (number);
clerks and secretaries who serve the entire school rather than individual
sub-programs; supplies and materials which are administrative in nature or
which may not be feasibly allocated to a single sub-program, €.ge, mimeograph
papere. (This budget form has been developed for the hypothetical school as
well as the budget for Library/AV Services, Guidance/Counseling Services).

FRACTIONAL PERSONNEL UNITS: In the event of splits between sub-programs

of teaching or para-professional personnel, e.ge, the case of a teacher

who teaches three classes of Language Arts and two of Social Studies, count
each class as 1/5 of a teacher and enter the summation of all fractions on the
budget forme The basis for splitting para-professionalg time should be
individually determined.

NEEDS FOR ADDITIONAL FUNDS: Any needs for additional funds should be identi-
Tied in the PROPOSED INCREASE section of this form for the appropriate sub-
program(s).

NUNBER OF COPIES OF FORM: As many separate copies of this form as are
necessary may be used. In any event the name of the sub-program - school
and the school location number should be jdentified on each copy and each
copy given a page number when all the documents of the PROGRAM MEMORANDUM
are completed.
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2.

3

GUIDELINES FOR DEFINING OBJECTIVES/INDICATORS
(GENERAL INSTRUCTION SUB-PROGRAMS)

Objectives(Indicators Define Sub-program Benefits: The identification of

the objectives of a sub-program and the means by which their achievement
may be determined (indicators) in reality define the sub-program benefits
for which plans are formulated. Therefore, objectives/indicators should
define changes and growth in the concepts, skills, and attitudes of
learners and not the means by which growth and development should be
accomplished. '"To provide each learner with individualized instruction'
is not a desirable objective in a PPBES but the means by which certain
desirable educational benefits might be accomplished.

Objectives(lndicators Involve a Choice Among Alternatives: All of the

benefits of any sub-program cannot possibly be identified in a PPBES.

In particular, those objectives which are somewhat intrinsic to Education.
in general, e.g., the socialization of youth, should be excluded. How-
ever, such objectives should be included if they form the rationale for
much of the planning of a sub-program, if they are of crucial interest

for a particular student population or if they are of crucial interest

at a moment in time. For example, if the development of an attitude of
mutual student trust and acceptance is of crucial interest in program
planning in many sub-programs, it could be included as an objective.
However, an indicator or set of indicators should also be defined for such
an objective. Choices among potential objectives should be made in the
main on the basis of two criteria: a. a defined objective with its
indicators identifies the unique benefits of the sub-program and b. the
accomplishment of the objective entails the planning of such factors as:
the sequence of courses of the sub-program; textbook, instructional
materiel, equipment expenditures; cooperative faculty arrangements such
as resource classrooms, programmed iustruction labs, tutorial sessions,
the use of additional personnel, materiel allocations from the district or
system level. o

Defining Objectives/Indicators Should Be Process-Oriented: The very act
of defining and clarifying the benefits from sub-programs is of prime
importance in a PPBE System. The definition of sub-program objectives
should therefore conceptually preceed any consideration of the '"how" of
their measurement. Objectives should not be chosen for their ease in
measurement, but for their value as an expression of the benefits which
learners should receive from a particular sub-program. Once a group of
tentative sub-program objectives has been determined, a set of indicators,
considered as a set, should provide a valid and measurable means for
ascertaining the relative achievement or non-achievement of the sub-program
objectives. The repeated mental interaction of identifying a set of
measurable indicators for a group of tentative objectives, if engaged in
as a process, should result in a greater clarification and specification
of the objectives themselves. '




Types of Indicators: All indicators in a PPBES must be measurable but such

measurement may be accomplished in a variety of ways, ranging from a system-
atic statement of opinion to an enumeration of the humber of students who can
perform a certain task. Indicators should be stated as specifically as
possible (as opposed to objectives) and should identify the concepts, skills,
or attitudes which are being measured and the means of measurement. Typical
means of measurement include: questionnaire or rating scales measuring opinion
or attitudes, teacher-made tests and behavioral inventories measuring know-
ledge of concepts or capacity to perform certain tasks, standardized achieve-
ment tests (names should be identified) measuring the ranking of students
compared to a norm group as well as a wide variety of actual counts, e.g.,
the number of students reading at least one book a month, the number of
students attending school concerts, the number of students receiving
immediate employment (non-college bound) within three months after graduation.

Se Objectives/Indicators Should Incorporate an End-Result Viewpoint: To

facilitate planning as well as measurement, all indicators should incorporate
an end-result viewpoint which may be defined as an arbitrary (but logical)
point at which the objectives of the sub-program should have been achieved.
The logical end for most sub-programs, because of current organizational
patterns, is, of course, the objectives which should have been achieved

(as measured by the indicators) at the end of elementary school, at the end
of middle/junior high school, or the end of senior high school. Three major
considerations must underly the incorporation of the end result viewpoint:

a. certain objectives/indicators may be identified which are not achieved at
the end of a particular level of schooling but which are measured during
each year, e.g., the percentage of students who score below the second
stanine on a certain achievement test; b. certain sub-programs achieve their
objectives not at the end of a level of schooling but when students no longer
receive their services, e.g., driver training, kindergarten, primary;

ce. certain sub-programs because of their elective nature, e.g., foreign
language, music, art, will probably incorporate the end result viewpoint by
identifying an arbitrary end for a sequence of courses, e.g., the end result
after two years of a particular foreign language.

PPBES (Objectives/Indicators and Behavioral Objectives: Objectives/indicators

in a PPBES may or may not resemble behavioral objectives. Sub-program
objectives will in the main be much more general than behavioral objectives
since they express the benefits of several years of instruction (as opposed
to behavioral objectives which express the results of short-term instructional
sequences). Indicators will employ a variety of measurements which considered
as a set provide a valid means of measurement (as opposed to behavioral
objectives which generally employ a single criterion). Objectives/indicators
may be related to behavioral objectives if they define a major terminal class
of behaviors which were developed over a sequence of several years.
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Generalized Educational
Outcomes of Crucial Interest

Educational Outcomes Characteristic of a Sub-program

EXAMPLES OF POSSIBLE SUB-PROGRAM OBJECTIVES/INDICATORS

Objective Indicators

To develop within the studentsg of Number and percent of students who are
Blue Jay Elementary a positive absent during each month

attitude toward and liking for Number of suspensions per month
school (Primary and Intermediate Number of students participating in
sub-programs) after-school activities per month

Percent of students who express
highly positive (defined) feelings
about the school on an attitude
scale

To increasingly develop basic Number and percent of students who
verbal communication skil:.s cannot read and comprehend typical
(Language Arts - Middle/Junior newspaper articles (teacher-made
High) test)

Number and percent of students who
cannot satisfactorily fill out
typical employment forms (teacher
observation)

Number and percent of students who
score above the eight grade level
on Stanford Achievement Test

- Number and percent of students who
can satisfactorily prepare and
deliver a three minute speech on
a subject of their own choosing
(teacher observation)

To insure that students possess Number and percent of 1lth graders

those computational skills necessary scoring satisfactorily on the

for productive citizenship (Mathe- arithmetic section of the

matics - Senior High) California Achievement Test.

| Number and percent of 12th graders
completing the Senior Basic
Mathematics course.
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’ EXAMPLES OF PROGRAM OBJECTIVES/ INDICATORS DEVELOPED AT THE SEMINAR®

oo

Number and percent of children who
are able to identify sigms,
professional people, and business
areas from sets of pictures

To provide for the development of Number and percent of children who

each child's gross and fine motor score above the 85%ile on the

skills. Dade County Primate Gross Motor
: Evaluation

Number and percent of children who
are able to perform at their age
level or above on the Winterhaven
or a like test

To develop each child's under- Number and percent of children who
standing and use of mathematical score above the 80%ile on the
skills in a concrete and abstract Dade County Math Readiness Test
form.
4 PRIMARY
To insure that the child (unless Number and percent of children
involved in a specialized utilizing library facilities
disabiliti_es program) is able (whether classroom, school, or
to achieve success in mastering city)

reading skills and to enjoy
reading independently at his own
level.

Number and percent of children who
are able to communicate knowledge
and express themselves adequately
to both teachers and peers as
determined by teacher observation

Number and percent of childrea
attaining above the sixth stanine
on the Stanford Achievement Test

*Does not represent an all inclusive 1ist of the objectives/indicators
developed at the seminar. ' '
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_ KINDERGARTEN
g Objectives Indicators
‘ To enable the child to relate to Number and percent of children who |
his surroundings or environment. are able to identify body parts
and their relation to physical
functions




PRIMARY (Continued)

Obj ectives

To develop a usable knowledge of

math processes progressing from
concrete to abstract concepts.

To be able to read sufficiently
to locate information and to
enjoy reading for pleasure.

10
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Indicators

Number and percent of children who
exhibit the ability to solve story
problems dealing with everyday
situations (handling money, measure-
ment, time, place value, etc.)

Number and percent of children who
can satisfactorily use such skills
in their life situations (school
schedules, supply store, lunch
money, etc.)

Number and percent of children who
can pass specified time tests for
addition, subtraction, multipli-
cation, and division facts

Number and percent of children who
attain above the sixth stanine on
the Stanford Achievement Test

INTERMEDIATE

Number and percent of pupils who
regularly read newspapers and
magazines as determined by a
teacher inventory

Number and percent of pupils who
participate in current events
discussions as determined by
teacher observation

Number and percént of pupils who
are below the fourth stanine on
the Stanford Achiengent Test

Number of times per month that
teachers use library materials to
supplement reading instruction

Number of library books per punil
per month checked out as indicated
by circulation records

Number and percent of pupils who
have public library cards

Number and percent of pupils who are
able to use reference tools effec-

- tively as determined by a standard-
ized library test

Number and percent of pupils who own
one or more books as determined by
teacher inventory
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BUSINESS EDUCATION

% Objectives Indicators

X Typing: Junior/Senior High
To adequately develop skill in Number and percent of students who
typewriting for non-vocational can attain a speed of 30 wpm at
use. the end of one year of typewriting

: instruction

Number and percent of students who
report that they can satisfactorily
use typewriting for their own
personal use (correspondence, school
assignments, extracurricular activi-
ties such as journalism)

Non-vocational Business Courses: Senior

To develop the concepts and skills Number and percent of students who can
necessary for economic competency and adequately identify the following
money management relating to the concepts:

. .
students’ personal lives. a. Savings account (interest, passbook)

b. Checking account (check stub,
reconciliation statement)

c. Insurance (policy, life, casualty)

de Stock market (stocks, bonds,
dividends, broker)

e. Installment and credit buying
(carrying charge, down payment,

: mortgage, loans, discounts, notes)

Number and percent of students who can
adequately perform the following
functions: '

a. Write a complete and correct
business letter

b. Complete several common forms
used in business

ce Perform computations dealing
with percentages and interest

d. Balance a check book and prepare
a reconciliation statement

Secretarial Sequence: Senior

To provide for an adequate mastery Number and percent of students who can
of the skills, knowledge, and take transcription at 100 wpm and
attitudes necessary for a secre- accurately transcribe their netes on
tarial career. ‘ . the typewriter after completing two

years of shorthand instruction

Number and percent of students who can
attain a speed of 50 wpm after com-
pleting two years of typewriting
instruction

11
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BUSINESS EDUCATION (Continued)

Objectives

FOREIGN LANGUAGE

Indicators 4

Number and percent of students who can
demonstrate a working knowledge of
dictating, calculating, and dupli-
cating machines -after completing a
course in Secretarial Office Practice
or Office Machines

Number and percent of students who are
actually employed as secretaries (with
shorthand) within one year after
graduation

Number and percent of students who drop
out of the secretarial sequence per
year during high school

To develop within the students

a positive attitude toward mastery
of a foreign language enabling
them to reach an effective level
of fluency after a four year
sequence.

Number and percent of students who are
able to imitate conversational models
at natural speed after the first year

Number and percent of students who can
discriminate sounds and pronounce them
in an acceptable fashion after the
first year

Number and percent of students who have
mastered the ability to speak with
acceptable intonation after the first
and second year

Number and percent of students who can
satisfactorily perform necessary
changes in form and order in structure
drills and exercises after the second
year

Number and percent of students who can
manipulate previouslymastered conver-
sations by transformational and
substitution processes after the
second year o

Number and percent of students who can
answer questions about daily activities
and ask questions relating to such
activities after the third year

Number and percent of students who can
use culturally acceptable forms after
the third year

Number and percent of students who can '
satisfactorily converse with people of
the target culture after the fourth year

12
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HOME ECONOMICS

Objectives
Required Course: Home Economics 1

To enable the learner to plan
nutritionally adequate meals.

To develop knowledge and skills
about fabrics, sewing equipment,
and garment construction.

Indicators

Number and percent of students who can
plan adequate daily meals based on
the Basic Four

Number and percent of students who can
satisfactorily select and use a
commercial pattern suitable for their
figure, type, size, etc. based on a
self evaluation

Number and percent of students who can
satisfactorily opperate a sewing
machine and other project equipment

Number and percent of students who
produce a simple garment which they
feel is satisfactory

LANGUAGE ARTS

Middle/Junior High School

To continue the development and
improvement of basic skills
(reading, writing, speaking,
and listening).

Senior High School

To develop an extended interest
in and appreciation for the
language arts

Number and percent of students who
attain above grade level on a
standardized reading test

Number and percent of students who
can acceptably .write a paragraph
incorporating defined grammar and
syntax skills as judged by teacher
evaluation

Number and percent of students capable
of conducting or participating in a
class discussion utilizing listening
and rhetorial guides as judged by
teacher check sheet

Number of students taking ecach
language arts elective in an
academic year

Number and percent of students
participating in extracurricular
language arts activities, e.g.,
~dramatics, debate, etc.

Number of students per month readmg

" non-required books as determined
by the c:.rculat:.on records of the
school llbrary



LANGUAGE ARTS (Continued)

Objectives Indicators F

Number and percent of students
indicating they plan to elect
a language arts-oriented field

in college
MATHEMATICS 4
Middle/Junior High
To develop proficiency in Number and percent of students who
necessary computational skills. score above the 50%ile on the

Computational section of the
Florida Ninth Grade Testing
Program

Number and percent of students who
satir _actorily exhibit defined
computational skills in other
subject areas as determined by

, teacher survey

Number and percent of student
enrolling in an Algebra I course
or higher in the senior high

school
2 Senior High e e
To develop an understanding for Number of- students per year who
and appreciation of mathematical eleéct non-required mathematics
structures and concepts. courses

Number and percent of students who
score above the 50%ile on the
Concepts section of the Stanford
Achievement Test

Lo )

Number of students participating each
year in mathematics programs outside
of the regular school, e.ge,
university and junior college programs

14
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Objectives

To provide opportunities for the
development of professional
musicians and for making
vocational and/or avocational
choices.

Middle/Junior and Senior High

To provide students with a program
of developmental activities that

a high level of physical fitness.

To develop student awareness of
the necessity of keeping abreast of
current events, :

will help them acquire and maintain

MUSIC

.Indicators

Number of students who respond
to announcements for auditions
for roles in musicals, pop
concerts, etc,

Number of students who plan to
elect a music field in college

Number of students who receive
- music scholarships per year

PHYSICAL EDUCATION

Number and percent of students
who equal or exceed national
norms- on the AAHPER. Physical
Fitness Test

Number and percent of students
who fail to attain at least
the 15%ile on the AAHPER
Physical Fitness Test

Number and percent of students
who receive awards, e.g. the
Presidential Fitness Award,
for outstanding physical
fitness

SOCIAL STUDIES

Number of students who exhibit
an adequate and consistent
understanding of current events
suitable for different grade
levels or classroom quizzes

Number and percent of students who

~ influence their parents to
subscribe to at least one current
events periodical, e.g., Time,
Newsweek

15
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SUMMARY OF TEACHER REACTIONS TO THE PROPOSAL
ORGANIZED BY A SERIES OF QUESTIONS

I. Which needs in the area of instructional planning at the school

II.

level do you feel that PPB methodology would better meet?

For one, teachers felt that PPBES as an integrated planning-
budgeting system would provide a yearly stimulus for their
examination of the fundamental goals and needs of each school
as well as a better definition of the contributions which each
sub-program provides to school goals and needs. The evaluative
aspects of PPBES were felt to be a most beneficial contribution,
even considering the crude state of the art of educational
program evaluation. Several teachers observed that current
budgetary practices at schools leave much to be desired since
school expenditures (with the exception of budgeted personnel)
often take place during the school jear resulting in materials/
equipment not being available during inat year or occur in a
hurried attempt to meet budgetary deadlines. These teachers
felt that a deliberate effort to develop a plan and budget for
each school program prior to the academic year should facilitate
all necessary equipment/materials being available during the
planned academic year as well as insure a better consideration
of the objectives of the expenditures. Certain side effects of
PPBES appealed to several teachers. They felt that the adoption
of a program planning-budgeting system at schools would tend by
its very nature to involve teachers much more in budgetary
decisions resulting in a greater sense of responsibility for
program accomplishment.

Which needs in the area of instructional planning at the school
level do you feel that PPB methodology is inappropriate.

Several teachers remarked that any planning methodology cannot
provide an immediate answer to some of the most pressing problems
of education at this time, i.e., the relevancy of education to
youth, the development of community pride. Several teachers also
expressed concern that the methodology available for the evaluation
of educational programs is still not sufficiently developed for an
operational planning system, thus severely limiting the usefulness
of PPBES.

L. &0
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I1TI. Appraisal of the Actual Proposal for School Level PPBES

Do you feel that groups of teachers, e.ge., primary teachers

or mathematics teachers, could adequately define (after
training) the types of objectives/indicators which are detailed
in the proposal? Do you feel that this activity would be a
benzficial one in terms of instructional improvement? Could
you compare the benefits of defining PPBES objectives/indicators
to the process of identifying behavioral objectives?

Teachers in general responded that the identification of
program objectives, particularly objectives transcending
several courses and several years of instruction, would
invariably result in instructional improvement. They also
felt that the close connection of such objectives with the
planning and budgeting process was most beneficial. Most
teachers felt that the kinds of measurable objectives
specified in the PPBES proposal would be more beneficial
for instructional improvement than behavioral objectives
per se both because of their broader orientation as well as
the flexibility of measurement.

How would faculties regard the need to develop measurable
objectives/indicators in the context of system priority
goals? Would they regard this as an unjustibiable incursion
of downtown?

In the main teachers answered that the development of
objectives for individual school programs in the context

of system goals would be acceptable to most faculties, if
the system goals were broad enough to accommodate indivi-
dual school differences. Several teachers remarked that
overly constrictive system program goals would hamper school
planning mainly becuase most teachers feel that some down-
town administrators are isolated from the real school problems.
They maintained that a joint teacher-administrator determina=-
tion of system goals would facilitate their acceptance as
guidelines for school planninge ‘

Do you feel that the development of school or departmental
plans and their documentation in a program memorandum would

be beneficial? Do you feel that their documentation duplicates
current practices?

17
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The need to develop documented plans at the school level was
felt by most teachers to be beneficial. Several teachers
pointed out that an inordinate amount of detail could result
from such a practice. One teacher observed that such a
practice would not duplicate present processes since he had
not seen any active cooperative faculty-administrative plan-
ning activities.

In the proposal we have assumed that there would be some kind
of district or system supplementary fund for which the needs
and program plans of individual schools would 'compete' for
additional resources. Do you think such a practice could
result in improved planning processes? Can you identify
reservations about such a practice?

Teachers approached this question in either a negative fashion
or with strong feelings that adequate safeguards must accompany
such a practice. They felt that a definite potential existed
for exaggerated school plans with the more verbally facile
school administrators/faculties carrying away the bulk of the
supplementary resources. Some teachers felt that the sheer
personalities of school administrators eould cause inequitable
allocations to be made on that basis alone. The consensus of
teachers indicated that, while they felt such a practice could
conceivably improve planning, the potential for penalizing
children was more prominent.

What should the role of the principal be in the development of
sub-program objectives as well as the documentation of proposed
plans?

The question of who is accountable for the results of the plan
scemed to underlie teacher's responses to this question. In
general, all teachers felt that while the final decision must
rest with the principal, his role should be a passive one at
least during the actual development of the proposed depart-
mental plans. However, many teachers observed that the deter-
mination of the overall school plan;including the integration
of sub-program plans:must lie with the principal and his
administrative staff.

What are the advantages and disadvantages in your mind of
developing a budget for each sub-program at a particular
school? Again, what should the relative role of the
principal and faculty be in the determination of budgets
for programs at schools? :

18
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Most teachers felt that a budget for each school program would
be very advantageous as a stimulant for improved planning both
as a vehicle for documenting the resources necessary for each
school program's operations as well as a device communicating
to a faculty the costs of each department's program. Again,
teachers in the main felt that each department should have the
option to decide the types of resources necessary for their
program once the principal has determined the amounts available
to each department (sub-program)..’

In general, how do you feel about the collection of indicator
data reflecting the achievement of sub-program objectives?

To whom should this data be available? Do you feel that the
use and availability of such data would invariably evolve to
it use in teacher evaluation?

Teachers generally responded positively to the use and avail-
ability of indicator data. They felt that such data should be
available to all with a need to know, whether the local school
community, district superintendent, or the Superintendent.
However, many responded that the main consumers of such data
would probably be the school faculty itself. Several prefaced
their remarks by observing that adequate safeguards would need
to be developed to insure that the use of such data is focused
on improving the effectiveness of programs rather than the
evaluation of individual teachers.

How should the indicator data be collected? Members of the
faculty?

All teachers felt that members of the faculty should be
responsible for the collection of the data. No teacher
expressed the opinion that the collection of dat should be
undertaken by someone outside of the local school.

When in the academic year would it be suitable to:

1. revise objectives/indicators, develop proposed
plans/budget and document these activities (vy
sub-prsgram) in a school program memorandum?

2, collect indicator data and document in a program
report?

19
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Development of a program memorandum: ‘Mid-year week in a released
time situation (many tesdchers felt that this would provide
sufficient time for review by both school and district adminis-
trators as well as allow sufficient lead time for the purchase
of needed materials and equipment for the next academic year)
Several teachers opted for an earlier planning time pr1or to
December.

Collection of indicator data: Virtually all teachers felt that
the end of the academic year was the only appropriate time.

Do school faculties as they are presently organized have time
for PPBES?

Teachers overwhelmingly felt that PPBES as a planning activity
was bound for failure without released time. Several teachers
pointed out that the released time could be gained by a redis-
tribution and grouping of planning days, including the post-
planning period.
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APPENDIX A: ALTERNATIVE PROPOSALS FOR A SCHOOL LEVEL PPBES PROPOSED
BY PARTICIPANTS

Alternative A: Maximal Community Involvement/Control

Planning: The local school administration during each year selects a
representative committee composed of lay persons from each school
community. This committee has the responsibility to idemtify the
critical instructional needs in the community and to insure their
consideration in the school plan and budget. The assistant prin-
cipal for curriculum in each school is an ex-officio member of
the committee and coordinates the work of the committee with the
planning and budgeting activities of the school administration
and faculty.

Programming: After an explicit identification of school needs by the
committee, teachers in each department develop a program plan,
including objectives/indicators relating to the identified needs,
the activities required for the attainment of the objectives, and
needed resources. The program plans are presented by the school
principal to the lay committee who makes a final determination of
the program budget. :

Evaluating: The evaluation of the plans will be supervised by the
committee. Quantitative and qualitative data (indicator data)
expressing the attainment of program objectives will form the
basis for the evaluation and will be collected by the teachers
themselves under the leadership of the assistant principal for
curriculum.

Alternative B: Maxinial Teacher Involvement(Control

Planning: Teachers in each school department identify the critical needs
of the departmental sub-program for the next academic year in a
document. A similar activity is undertaken on a school-wide basis
by a conmittee composed of department chairmen and the administrative
staffe This activitiy is aided by community needs data derived from
a formal survey of parents and students included in the school area.
The principal with the school committee as an advisory body identifies
priority goals for school planning and budgeting for the next academic
year based on identified community-school needs. However, the faculty
as a whole by a two-thirds vote may override the priority ranking of
planning goals determined by the principal.

Programming: After the principal has determined the amounts and types of
resources available to each department, departments identify objec-
tives/indicators relating to departmental needs as well as behavioral
strategies to provide for their attainment. Plans for school-wide
needs are developed by the school-wide planning committee.

Evaluating: Evaluation is accomplished principally by the collection of

indicator data by teachers themselves under the supervision of the
administrative staff.
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APPENDIX B: DAILY AGENDAS FOR SEMINAR

i .\W-»#-"."F‘""JS.&_ '

AGENDA
_ Monday June 22, 1970
_ N,
Anticipated Outcomes '

A basic understanding of PPB theory and methodology, particularly as it
might affect planning and budgeting in Education at the school system
level. : _

5 _—
Welcome and Introductions -- Mr. J. Troy Earhart 8:30 A.M.

3 Clarification of Seminar Schedule and Procedures
Mr. Earhart ~ 8:45 AWM.

: Overview of PPB (Rationale, Economics, History)
Mr. Stan R. Corces 9:00 A.M.

COFFEE BREAK: 9:45 - 10:15 A.M.

O TR o

PPB in Education: The ASBO Model (slide tape

presentation) -- Dr. William H. Curtis 10:15 A.M.

RO FaRES S i

LUNCH: 11:30 A.M. - 12:30 P.M.

? Review of Other Developments in Education (Fels, CASBO,
Philadelphia) -- Mr. Richard H. Hinds

The Dade PPBES (Elements and Development) -~ Mr. Earhart

COFFEE BREAK: 2:15 - 2:45 P.M.

The Role of PPB in Education (Discussion Groups with
Designated Leader)

2 :45 P.M.

Session Evaluation 3:30 P.M.




June 23, 1970

Anticipated Outcomes
An understanding of the types of objectives/indicators which are most
useful in an educational PPBES.

The capacity to define PPBES objectives/indicators for a sub-program
in which one has teaching responsibility

Clarification of PPB Theory and Methodology Session
Based on Participant Evaluation -- Mr, Earhart 8:30 A.M.

The Types of Objectives/Indicators in an Educational
PPBE System -~ Mr. Hinds 9:00 A.M.

COFFEE BREAK: 10:00 - 10:30 A.M.

Strategies for Defining Educational Objectives/Indicators --
Mr. Hinds ' B 10:30 A.M.

Clarification of Participant Responsibilities for
Defining Objectives/Indicators -- Mr. Earhart 11:00 A.M.

LUNCH: 11:15 AM. - 12:15 P.M.

Development of First Draft Sub-program Objectives/
Indicators in Work Groups -- FPPBES staff and
participating consultants will be available ' 12:15 P.M.

- COFFEE WILL BE AVAIIABLE AS NEEDED THROUGHOUT THE AFTERNOON

Critique of First Draft Sub-program Objectives/
Indicators by Teachers of Related Sub-programs

Session Evaluation

23
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AGENDA

June 24, 1970

Anticipated Outcomes

Completion of draft Objectives/Indicators and submission to PPBES staff

Knowledge of a PPBES proposal for a school level Program Planning,
Budgeting, and Evaluating System

Capacity to simulate the development of a school level Program Memorandum
as part of a group of teachers

Clarification of Types of Objectives/Indicators and
Strategies of Definition Based on Participant Evaluation
Mr. Hinds

Revision and Completion of Draft Objectives/Indicators
by Participants Based on Teacher Critique -- PPBES staff
and participating consultants will be available

COFFEE WILL BE AVAILABLE AS NEEDED THROUGHOUT THE MORNING

Submission of Draft Objectives/Indicators to the PPBES Staff 11:30 A.M.

LUNCH: 11:30 A.M. - 12:30 P.M.

A Proposal for PPBES at the School level (Components, Schedule,
Responsibilities) -~ Mr. Earhart 12:30 P.M.

Simulating the Development of an Elementary School Program

Memorandum (Description of Hypothetical School, Assignment

of Roles, Clarification of Possible Strategies) -- Mr. Hinds
and assigned teachers with participating consultants

or

Simulating the Development of a Junior High School Program
Memorandum (Description of Hypothetical School, Assignment
of Roles, Clarification of Strategies) -~ Mr. Earhart and
assigned teachers with participating consultants 1:15 P.M.

COFFEE BREAK: 2:00 - 2:30 P.M.

Development of Simulated Program Memorandum (Elementary
and Junior High School) Based on Determined Roles and _
Strategies by Participants 2:30 P.M.

Session Evaluation 3:30 P.M.
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 AGENDA

Thursday June 25, 1970

Anticipated Outcomes

Completion of a simulated Program Memorandum by participants and

submission to PPBES staff

The development of a better data base regarding the feasibility and
type of PPBES at the school level

Clarification of Proposal for School Level PPBES
Based on Participant Evaluation -- Mre Earhart

Completion of a Simulated Program Memorandum
(Elementary and Junior High School) by Participants

COFFEE BREAK: 10:00 - 10:30 A.M.

Submission of Completed Program Memorandum to PPEES Staff 11:00 A.M.
The Pros and Cons of the Proposal for School level PPBES --

Participating Consultants 11:05 A.M.

LUNCH: 11:l+5 AMe - 12:“5 P.M.

The Pros and Cons of the Proposal for School level PPBES -~

Participating Teachers . 12:45 P.M.
Development of Alternate Models for School level PPBES

by Work Groups (3) -- PPBES staff will be available 1:00 P.M.

COFFEE BREAK: 2:00 - 2:30 P.M.

Presentation of Alternate Models Ffor School level PPBES --
designated work group leader 3:00 P.M.

Session Evaluation 3:30 P.M.

25
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“June 26, 1970

Anticipated Outcomes

Documentation of a data base regarding the feasibility and type of
PPBES at the school level

Completion of a model Bet of Bub-program Objectives/Indicators

T

_ e,

Comprehensive Analysis in Writing by Each Participant of
PPBES at the School Level

COFFEE WILL BE AVAILABLE AS NEEDED THROUGHOUT THE MORNING

LUNCH: 11:30 AM. - 12:30 P.M.

Revision of Draft Objectives/Indicators Based ou PPBES
Recommendations by Each Participant 12:45 P.M.

COFFEE WILL BE AVAILABLE AS NEEDED THROUGHOUT THE AFTERNOON
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APPENDIX C: PARTICIPANT EVALUATION OF THE TRAINING ASPECTS OF THE SEMINAR
1. In general, I found the presentation of materials today to be:
Whole
Mon. Tues. Wed. Seminar
exceptionally clear and lucid L b L L
generally clear with some unclear points 9 9 11 13
somewhat mixed as to clarity 6 3 3 1
very difficult at times to follow 1l 1l 1 0
very confusing 0 0 0 0
2. The session as & whole was a bore. 0 0 0 0
I found this session to be one of the
more stimulating short-term orientations
I have ever attended. 1 2 2 8
This institute had very.interesting
and very dull moments. 10 3 5 3
Unfortunately, I found this training
session to be more boring than
stimulating. 1 0 0 0
I found this session to be mainly
interesting. 8 12 12 8
3, I would characterize this training
session as compared to other
(sessions/institutes)
somewhat the same in clarity and interest - 7 9 4
far superior - 1 1 8
about the worse I have attended to date - 0 0 0
not up to the quality of the other
sessions (seminars) - 1 1 (o]
better than the other sessions.(seminars) - 8 8 7

4. Seminar accomplishment of anticipated outcomes (participant rating)

A basic understanding of PPB theory and methodology, particularly
as it might affect planning and budgeting in Education at the

school system level. (Monday Session)

Accomplished in the main: 15
Not well met: 3
Minimal: 1

Dismal flop:
Outstanding:
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APPENDIX C: Number 4 (Continued)

An understanding of the types of objectives/indicators which are
most useful in an educational PPBES,

The capacity to define PPBES objectives/indicators for a sub-
program in which one has teaching responsibility. (Tuesday Session)
Accomplished in the main: 13 Dismal flop: O
Not well met: &4 Outstanding: O

Minimal: o

Knowicdge of a PPBES proposal for a school level Progran Planning,
Budgeting, and Evaluating System. (Wednesday Session)

Capacity to simulate the development of a school level Program
Memorandum as part of a group of teachers.

Accomplished in the main: 15 Dismal flop: O
Not well met: &4 Outstanding: O
Minimal: 0]

Final evaluation of whole seminar accomplishment.

Accomplished in the main: 13 Dismal flop: o)
Not well met: O Outstanding: 6
Minimal: o)
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APPENDIX E

THE BILINGUAL PROGRAM SECTION OF
PROGRAM MEMORANDA FOR FISCAL YEAR 1971-72
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APPENDIX G

THE NORTHWEST DISTRICT OFFICE SECTION OF
PROGRAM PLANS: DISTRICT PROGRAMS 1971-72
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